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Foreword – PART 2F

This PART 2F of the IST Guide for Proposers for the 2nd call for the IST programme of 1st October, 1999, contains the information specific to the part of the call under a continuous submission scheme for applications for grants for partial support for conferences, workshops, seminars and exhibitions. The call is open till 14th June, 2002. (Call part identifier: IST-99-2-2B).

There are similar guides for other types of actions.  To decide which is appropriate for your proposal, you should:

· Check the Workprogramme.  The current version of the Workprogramme for the IST Programme explains which action types are applicable to the Action Line that you intend to address.

· Check the Call for Proposals as published in the Official Journal of the European Communities.  This indicates which Action Lines and action types are currently open for proposals and related deadlines for reception.

The guides available are:

Action type
Title
Part

RTD, Demonstration, and combined RTD/Demonstration projects
Fixed deadline proposals - for RTD
2A

Take-up (access, assessment, best practice, trials)
Fixed deadline proposals - for Take-up Actions
2B

Accompanying Measures, Concerted Actions and Thematic Networks
Fixed deadline proposals - for Support Measures

OR
2C




Continuous Submission Scheme - for Support Measures
2E

FET Open Actions (short and full proposals)
Continuous Submission Scheme - for FET Open
2D

Grants (conferences, seminars, exhibitions and workshops)
Applications for Grants
2F

These guides must be read with PART 1 of the IST Guide for Proposers, which contains information on the Fifth Framework Programme, the IST programme and the rules for participation together with some general information on the proposal submission process.

In preparing your proposal, you should also consult the Evaluation Manual, The IST specific Annex and the Guidelines for Evaluators. These documents describe the criteria that will be used in the evaluation of proposals, the weight attributed to each of the criteria and where appropriate the threshold to be attained in order to be retained. You can use the evaluation manual and the guidelines as a checklist for the completeness of your proposal. 

This Guide also contains references to other documents, reports, forms and software tools that are of assistance in the preparation of proposals.

This Guide for Proposers does not supersede the rules and conditions laid out, in particular, in Council and Parliament Decisions relevant to the Fifth Framework Programme, the various Specific Programmes nor the Calls for Proposals in these Programmes.
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PART 2F

IV. Specific information for IST Programme 2nd Call Published 1st October 1999: Grant Applications (14th  June, 2002).

IV.1. Introduction

This section describes the submission procedure for applications for “grant applications for partial support for conferences, workshops, seminars and exhibitions", that address any part of the IST programme in the 2nd IST Call of 1st October, 1999 under a continuous submission scheme. The call is open until 14th June, 2002. 

IV.2. Grants Applications

The 2nd Call of the IST Programme, issued on 1st October, 1999, opens the Programme to partial financial support for conferences, workshops, seminars and exhibitions with a transnational objective in either its content or organisation that are open to a large audience and that address any part of the IST Programme using the grant application scheme.

· Any event to be funded by the IST Programme must demonstrate a strong linkage to the scientific and technical interests of the Programme.

· All funded events must have a significant international dimension. Events which essentially benefit the interests of and participants from a particular country should seek financial support from the authorities in that country, not the EC.

· Co-located events coincident in time under the same organising body should be dealt with in a single application: a series of events significantly separated in time should be dealt with in separate applications

· Fully-funded activities in support of the Programme will be requested by means of a Call for Proposals for Accompanying Measures, or by a Call for Tender. Fully-funded work cannot be supported under the mechanism of a grant application.

In addition to the actions included here, the IST Programme also welcomes applications for Marie Curie Industry Host Fellowships and measures established for SME participation.

Guides for Proposers for these actions are available on the CORDIS website: http://www.cordis.lu/fp5/home.html

IV.3. Preparation for Grant Applications

IV.3.1 Application language 

Applications may be submitted in any official language of the European Union. If your application is not in English, an English translation of section 1.2 should be included and  a translation of the full application would be of assistance to the evaluators.

IV.3.2 Application structures and submission forms 

Applications for Grants must conform to the description and qualifying conditions described in this guide. Applicants should use the grant application forms provided in Appendix 1 to this guide.

The grant application form is in several sections:

Section 1.1 is the detailed description of the organisation applying for the grant, its bank details, information on other grants received from the Community.

Section 1.1 – please check

Information given must be complete and accurate: inaccuracies or omissions will result in delays in payment to successful applicants.

Section 1.2 provides the format for the description of the event for which the grant is requested and the foreseen budget for the event.

In the section "Brief description of the operation" the applicant should describe the topics of the operation, the intended presenters and the expected audience. The applicant should describe how the operation will contribute to the flow of ideas and know-how in Europe, and how the EU contribution will contribute to increase the European and/or international dimension of the operation

Brief description - please check:

Have you identified the location of the event?

Have you given the dates?

Is the event described in adequate detail?

Have you shown the event has a significant international dimension?

In the section "Expected results of the operation" the applicant should describe the expected impact of the operation and if applicable how the results will be disseminated.

Expected results – please check:

Have you shown the subject of the event is closely linked to the scientific and technical interests of the IST Programme?

Have you described how the operation will contribute to EU policies or social objectives, like for example improving the employment prospects, the knowledge base or the skill level in Europe?

In the section "Summary implementation timetable for the operation" the applicant should describe the foreseen timetable for the operation and the critical milestones.

Implementation timetable – please check

Does your timetable show a well-thought-out and planned preparation for the event?

Is the event at least five months in advance of your submission of the application?

The "Summary forward budget" should be described in the format specified in this section The eligible costs for the grant is described in Part B (Article 11) of the "General terms and conditions applicable to the European Community project Grant agreements" that is provided in Appendix 5 to this guide.

The eligible costs must be necessary for carrying out the operation, be reasonable and be incurred during the lifetime of the project (Article 11.1).

The eligible direct cost categories are: costs of staff, travel and subsistence costs, equipment costs, costs of consumables and supplies, costs of subcontracting (where agreed with the Commission), other costs deriving directly from the operations, and a 'contingency reserve' of no more than 5% of the eligible costs (Article 11.2).

Indirect costs are fixed to a maximum of 7% of the total amount of eligible costs (Article 11.3).

Non-eligible costs are described in Article 11.4.

In addition, the following rules apply to the grants to be allocated in the framework of the IST programme:

· The total Commission contribution to an event should not exceed 50% of the expenses specifically incurred for the action ('additional expenditure') as declared in the financial statements of the beneficiary. 

· Contributions in kind will not be taken into account for the calculation of the above mentioned percentage and when the maximum amount of the grant is decided.

· All grant applications must have a trans-national objective either in the partnership or the objective. The application should normally further co-operation between actors from different Member States and Associated States or co-operation between actors from different Member States, Associated States and other countries in Europe. The events should be open to a large audience.

Summary forward budget – please check

Are your budget figures well-worked out, in sufficient detail and realistic?

Is there a rationale for the amount of the requested EC contribution (i.e. it is not just an arbitrary figure)?

Is the amount of the requested EC contribution in line with the funding requested from other sponsors?

Section 1.3 describes the supporting documents that the applicant has to include with the grant application.

All applicants must include as Section 1.3.1: Annual reports for the last financial year (or for a public body the annual budget); description and timetable for the operation; detailed forward budget for the operation; and brief Curriculum Vitae for the people carrying out the operation 

Section 1.3.2 describes certain optional documentation that may be included where available. 

In addition to these documents, a Preliminary Programme for the operation (conference, workshop, seminar or exhibition) should be appended to the application when applicable. The applicants are also free to append any other documents which are relevant to the proposed event, which they think may be of assistance to the evaluators.

To be accepted the application must be complete, that is all parts that are relevant for a given organisation must be provided.

IV.3.3 Notification of intention to propose - Pre-registration

The IST programme strongly encourages applicants to pre-register their intention to submit an application.

Applicants can request a proposal number using the pre-registration form (Appendix 2), to be sent to the Commission services via fax, letter or electronic mail no later than 3 weeks before it is intended to submit the application. In return they will receive, within a few working days, a proposal number from the Commission services, to be quoted in the full application when it is submitted.

The pre-registration of an application does not commit the applicants to submit a full application or an identical application. Applications without a proposal number will not be excluded from the evaluation. However pre-registration allows the Commission to notify applicants of any further information or issues arising during the Call, and it also assists the Commission services in preparing for the evaluation.

IV.4. Submission of applications

IV.4.1 Submission on paper

IV.4.1.1 Number of copies

Paper applications should be prepared:

· with five bound copies of the complete application (sections 1-3) and annexes 

· with one complete unbound paper original with signature(s).

IV.4.1.2 Packaging and delivery

The complete set of application documentation should be placed in an envelope or envelopes, marked “Commercial-in-confidence” with the following information in addition:

· The name of the IST Programme, the date of publication of the Call and the Call identifier;

· The application acronym and number (if one has been issued by the Commission);

· A reference to the work addressed by the application (the name and number of the key action, action line etc., as given in the Work Programme or Call text).

The package should also contain a completed “Acknowledgement of receipt” form (see Appendix 3) so that the Commission can return notification of safe arrival of the application.

This envelope/these envelopes should then be sealed within a second envelope or packaging, which is addressed to the Commission office for receipt of proposals given as specified in the call text.

Applications on paper may be sent to the Commission by mail, by trusted delivery service or by hand as described in the call text. 

If you use more than one package, please clearly mark them 1 of x, 2 of x….

A submission checklist is provided in section IV.7.

IV.4.2 Acknowledgement of receipt
Once an application has been received and registered by the Commission, an acknowledgement of receipt will be despatched. This will indicate the date of receipt at the Research Proposal Office and will give an identifying grant application number which should be used for further reference to the application (This number may be different from that used for pre-registration).

Applicants who do not receive an acknowledgement of receipt within three weeks after the deadline should contact the programme Infodesk. Applicants are reminded that it is their own responsibility to ensure the safe delivery of their application.

IV.4.3 Submission addresses

Applications must be submitted by:

· Post, preferably registered, or courier
 or hand-delivery, as confirmed by acknowledgement of receipt, to:



 The IST Programme

The Research Proposal Office

Square Frère Orban/Frère Orbanplein 8

B-1040 Brussels, Belgium

IV.4.4 Deadlines

Applications must be received at least five months before the operation for which the grant is requested takes place. 

Applications can be received at any time until the deadline: 14 June, 2002.

Applications sent by express courier service or delivered by hand must arrive by 17h00 Brussels time on this date.

IV.4.5 Evaluation

Applications for grants will be evaluated according to the procedure for evaluation of Accompanying Measures in the IST programme as defined in the Manual of Proposal Evaluation Procedures, especially the Annex on the IST programme. The forms for evaluation to be used for accompanying measures are provided in the Guidelines for Evaluators in the IST programme, which is available on the CORDIS website for the IST calls.

IV.4.6 Results

Applicants for this call can expect to be notified of the result of the evaluation of their applications a few weeks after the evaluation has been finished. It is the intention to evaluate the applications submitted under the continuous submission scheme in batches every two or three months depending on the number of the proposals and their character.

Applicants should note that it is possible that the EC may offer successful applicants a sum of money lower than the amount requested, or may attach specific conditions to the award of a grant.

IV.5 Support for Proposers

IV.5.1 IST Programme Information desk

The address of the IST Programme Infodesk is:

European Commission



The IST Information Desk

Directorate General Information Society, Unit F7

Rue de la Loi/Wetstraat 200, BU31 01/19

B-1049 Brussels, Belgium

Email: ist@cec.eu.int

Fax: +32-2-296.8388



Web: www.cordis.lu/ist

The desk is manned 09h00 - 17h00 (Brussels), Monday to Friday.

Proposers should periodically check the IST Call Website: http://www.cordis.lu/ist for the latest information.

IV.5.2 National contact points

National Contact Points for the IST Programme (see Appendix 4) can be helpful to organisations from their country in finding partners from other countries. Organisations should contact the NCP of their country for further information.

IV.6 References

Potential applicants could consult the following documents:

Decision on the Fifth Framework Programme

http://www.cordis.lu/fp5/src/decisions.htm

Decision on the IST Programme

http://www.cordis.lu/fp5/src/decisions.htm

FP5 Rules of Participation and dissemination

http://www.cordis.lu/fp5/src/decisions.htm

FP5 Implementation modalities

http://www.cordis.lu/fp5/src/decisions.htm

IST Call text, 01.10.1999

http://www.cordis.lu/ist/calls/199902.htm

IST Workprogramme 

http://www.cordis.lu/ist/wp2000.htm

Evaluation Manual

http://www.cordis.lu/fp5/src/evalman.htm

IST Guidelines for Evaluators

http://www.cordis.lu/ist/calls

Grant Application Forms 
Appendix 1
http://www.cordis.lu/ist/calls

National contact points
Appendix 4
http://www.cordis.lu/fp5/src/ncps.htm

Information Days calendar 

http://www.cordis.lu/ist/events.htm

Other programme web sites accessible via

http://www.cordis.lu/fp5

IDEALIST

http://www.ideal-ist.net/

Latest Information (IST) 

http://www.cordis.lu/ist

IV.7 Checklist for submission

In order to avoid last-minute problems with submission, there are a number of checks, which you should carry out.

For submission of your application you should check the following items:

(
Have you requested a proposal number with Appendix 2 to this guide (at least three weeks before the submission)?

(
Are all parts of the application duly completed?

(
Is your application prepared with five bound copies of the application, and one complete unbound paper original with signature(s)?




(
Is the complete set of documentation placed in an envelope, marked "Commercial-in-confidence", with the following information:


(
"IST Programme" and date of publication of the call?


(
The Call part identifier (see call text)?


(
The proposal number (if one has been issued)?


(
A reference to the Key Action(s) and Action Line(s) addressed by the proposal (as given in the Work Programme)?

(
Have you completed the "Acknowledgement of Receipt" form with Appendix 3 to this guide and included it in the package?

(
If you use more than one package, are the packages clearly marked parcel 1 of X, 2 of X, etc.? Is each parcel clearly marked as described above?

(
Is the address on the package complete and correct? 

(
Is your application sent to arrive at least five months before the event?

(
Is your application sent on time for the closing date of the call?

Last but not least: the external evaluators can only base their judgement on the information you have included in your application. Have you given them all the information they need? Is it all explicit, or are you expecting them to make assumptions? Do you count on the evaluators guessing why the IST Programme should support your event, or have you told them?

Appendix 1 - Grant Application Form

1. Standard grant application form

1.1 Particulars of grant applicanttc "Particulars of grant applicant" \f C \l 2
Identity of applicant
Business name (full legal name):

Short name (where applicable):

Acronym (where applicable):

Official registration no (where applicable):

Legal status of applicant (association, commercial business, university etc.):

VAT No (where applicable):



Address of registered office
Street:

No:

Postcode:

City:

Country:



Particulars of applicant’s bank
Name of bank:

Street:

No:

Postcode:

City:

Country:

Bank code:

Bank account No:

BIC code (SWIFT):

Principal account holder

Name and forename:

Title or position in the organisation:



Brief description of the applicant’s activities and general aims:



Groups/companies holding a share of the applicant’s capital (where applicable).

Business name (full legal name) of each company:



Subsidiary companies/associations/groups of the applicant (where applicable).

Business name (full legal name) of each company/association/group:



Community grants, procurement contracts or loans obtained directly or indirectly during the least three years from a European institution or agency.

For each grant or contract please specify:

- Community programme in question:

- title of the operation:

- year of the award by the Commission:

- amount of the contract, grant or loan:



Grant applications submitted (or due to be submitted) to European institutions in the current year

For each grant, contract or loan, please specify:

- Community programme in question:

- title of the operation:

- amount of the contract or grant:

N.B.:     Applicants shall immediately inform [
] of any request for funding submitted to, or approved by, other Commission departments or Community Institutions AFTER this application.



1.2 Particulars of operation for which a grant is requestedtc "Particulars of operation for which a grant is requested" \f C \l 2
Brief description of the operation
(where applicable, applicants should indicate work connected with the operation that they plan to subcontract to an outside organisation/company/association)



Expected results of the operation


Summary implementation timetable for the operation


Amount of the grant requested (if possible in euros):



Summary forward budget for the operation

The applicant certifies that the costs indicated below are necessary to implement the operation for which a grant is requested.

Part A - Expenditure/eligible costs

(a’)
costs of staff assigned to the operation

(b’)
travel and subsistence expenses for staff involved in the operation

(c’)
cost of equipment, land and immovable property (rent, purchase)

(d’)
cost of consumables and supplies

(e’)
any other direct costs (please specify) 

(f’)
general costs charged to the operation
(in euros)


Part B - Financing plan

(a)
direct revenue expected from the operation

(b)
contribution by the applicant

(c)
contributions by other organisations (please specify)

(d)
contribution requested from the Commission

(e)
estimated bank interest generated by the grant requested over the period of implementation of the operation

(f)
where applicable, other contributions by the Commission for the same operation (please specify)
(in euros)



TOTAL ELIGIBLE COSTS

TOTAL


Estimate of contributions in kind for the operation, where applicable,

Estimate of contributions in kind, where applicable



TOTAL

TOTAL


Other sources of finance, where applicable (excluding any Community grant)
(to be filled in for each co-financing company/association/organisation)

For each co-financing organisation please indicate:

· Business name (full legal name):

· Address:

· Person responsible in the organisation (name/forename, title or position, telephone, fax, e-mail):

· Amount of funding which the organisation undertakes to provide for the operation:

· Comments if the co-financing decision is not yet final:







Declaration by the applicant:

I, the undersigned, certify that the information given in this application is correct.

Person responsible in the applicant organisation for the operation assisted

Name/forename:

Title or position in the applicant organisation:

Telephone:

Fax:

e-mail:

Signature:



1.3 Supporting documents to be included with the grant applicationtc "Supporting documents to be included with the grant application" \f C \l 2


1.3.1. Documents to be included with all grant applicationstc "Documents to be included with all grant applications" \f C \l 3


(1) Annual accounts for the last financial year (or annual budget in the case of a public body)

(2) Description and detailed timetable of the operation

(3) Detailed forward budget of the operation

(4) Curriculum vitae of persons to be performing work in connection with the operation



1.3.2. Documents to be included where availabletc "Documents to be included where available" \f C \l 3


(1) Official registration certificate

(2) Articles of association/Statutes

(3) List of directors/executive board members (names and forenames, titles or positions in the applicant organisation)

(4) Annual report for the previous year

(5) Auditor’s report issued within the last two years by an approved auditing firm

(6) Financial guarantee (See Appendix 5,1.3 for a model letter)

(7) Particulars of:

(7) current or earlier participation in operations financed by the European Commission,

(7) contracts concluded with departments of the European Commission

(7) other particulars (e.g. operations on behalf of other international organisations or Member States of the European Union)

(8) Undertaking by each co-financing organisation to provide the amount of funding indicated in the grant application

Version : V1-08/02/1999   formsubv_en 

Appendix 2 - Notification of Intention to Propose (Pre-registration)

Request for Proposal Number for GRANT applications to the IST programme

Fax to: +32 2 296.8388 (without cover page)

Title


First Name

 Surname
___________________________________________

Function


Organisation



Internal Address


Street and Number


Postal Code


City

Country


Fax 


Fax (alternative)



Tel. 


Tel.(alternative)



E-mail
 

E-mail (alternative)



List of Participants (company name and country, proposal co-ordinator first)

Name of organisation:
Country Code




























Information on proposal:

Proposal full name


Proposal acronym


Proposal abstract (3 lines)




Our intended Proposal is related to the following thematic priorities/research area(s):

___________________________________________________________________________

*Please use the reference(s) for thematic priorities given in the Part A of the relevant proposal submission form (Annex 1)

Proposal language (if not English) ___________________________________________________________

Name of Requester:


Signature:__________________________________________________
Date:___________________

(For Commission use only: )
Your proposal has been registered with the following number: 

(Signed for the IST programme)


Appendix 3 – Acknowledgement of receipt form

[image: image2.wmf]
EUROPEAN COMMISSION

Directorate-General Information Society 

Information Society Technologies: Technological Developments of a Generic Nature and Horizontal Actions

Operational aspects of the programme 

Brussels, 







Please write the name, full postal address and fax number to which this acknowledgement of receipt should be sent in the box (












Fax number: 

Dear Madam/Sir

We are pleased to acknowledge receipt of your proposal:

To be completed by Co-ordinating Partner

Programme(s):




Research Area(s):




Proposal Title:



Proposal Acronym:

This proposal has been given the following reference number (To be completed by the Commission):

Date of reception: ………………………………………………..

Proposal registration number: …………………………………..

You are kindly requested to quote this reference number in all future correspondence relating to this proposal. Please ensure that all your partners are also made aware of this reference number.

After a check for eligibility, your proposal will be evaluated. It is expected that the final result of the evaluation will be communicated to you three to four months after the deadline for submission of proposals.

On behalf of the Commission we thank you for your proposal and your interest in the research programmes.







Yours faithfully,



5FP Evaluation Co-ordinator

Appendix 4 – National contact points

EU MEMBER STATES:

Austria
Dr Erich Prem

BIT - Büro für Internationale Forschungs- und Technologiekooperation

Wiedner Hauptstrasse 76

A-1040 Wien

Tel.: (+43-1)581.1616-119

Fax: (+43-1)581.1616-16

E-mail: ist@bit.ac.at
http://www.bit.ac.at/ist.htm 

Belgium
Ms Claudine Belleflamme

SSTC / DWTC

Rue de la Science 8

B–1000 Bruxelles

Tel.: (+32-2)238.3569

Fax: (+32-2)230.5912

E-mail: bell@belspo.be
Mr Karel Goossens

IWT

Bischoffsheimlaan 25

B–1000 Brussel

Tel.: (+32-2)209.0900

Fax: (+32-2)223.1181

E-mail: krg@iwt.be
http://www.iwt.be/

Dr Baudouin Jambe

DGTRE

7, Avenue Prince de Liège 

B–5100 Jambes

Tel.: (+32-81)335.671

Fax: (+32-81)306.600

E-mail: b.jambe@mrw.wallonie.be 

http://mrw.wallonie.be/dgtre

Denmark
Mr Søren Jensen

EuroCenter/Erhvervsfremmestyrelsen

Rådhuspladsen 14

DK–1550 København V

Tel.: (+45)3332.7278

Fax: (+45)3332.7478

E-mail: SJE@schultz.dk
http://www.eurocenter.schultz.dk

Fuldmægtig Jan Corner-Walker

FIRST, The Danish Research Agency

Randersgade 60

DK–2100 København Ø

Tel.: (+45)3544.6200

Fax: (+45)3544.6201

E-mail: jcw@forsk.dk
http://www.first.dk 

Finland 

Mr Janne Peräjoki


Technology Development Centre (TEKES)

P.O. Box 69

FIN-00101 HELSINKI

Tel.: (+358-10)521.51

Fax: (+358-10)521 5906

E-mail: janne.perajoki@tekes.fi

http://www.tekes.fi/eu

France
Ms Christine Montagut

CFCE (Centre Français du Commerce Extérieur)

10, avenue d'Iéna

F-75783 PARIS CEDEX 16 

Tel (+33-1)4073.3673

Fax: (+33-1)4073.3060

E-mail: christine.montagut@cfce.fr
http://www.cfce.fr

Germany
Mr Klaus Schütz 

DLR (Deutsches Zentrum für Luft- und Raumfahrt e.V.)

Linder Höhe

D-51147 Köln

Tel. (+49-2203)601.3400 (IST Infoline)

Fax: (+49-2203)601.3055

E-mail: eu-ncp@dlr.de
http://www.dlr.de/it-ncp/

Greece
Mrs Paraskevi Sachini

NDC / NHRF (National Documentation Center of the National Hellenic Research Foundation)

Vassileos Konstantinou Ave. 48

GR–116 35 Athens

Tel.: (+30-1)727.3906

Fax: (+30-1)724.6824

E-mail: ist@ekt.org.gr
http://hirc.ekt.gr/rtd/5th/t2/ist.htm

Ireland
Mr Tom Sheedy 

Enterprise Ireland

Glasnevin

IRL-Dublin 9 

Tel.: (+353-1)808.2000

Fax: (+353-1)837.0178

E-mail: tom.sheedy@enterprise-ireland.com
http://www.enterprise-ireland.com/ist

Italy
Dr Roberto Gagliardi

Consorzio Pisa Ricerche

Corso Italia 116

I-56123 Pisa

Tel.: (+39)05-0915811

Fax: (+39)05-0915823
E-mail: r.gagliardi@cpr.it 

http://www.meta.cpr.it

Dr.ssa Laura Savini

APRE (Agenzia per la Promozione della Ricerca Europea)

Grattacielo Italia

Piazza G. Marconi 25

I-00144  Roma
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Mr Claude Liesch

Luxinnovation GIE.

Nat. Agency for Innovation & Research
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Tel (+352)436.2631
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Tel.: (+31-70)361.0250

Fax: (+31-70)356.2811
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Kallipoleos 75

CY-1678 Nicosia, CYPRUS 
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E-mail: antonis@ucy.ac.cy
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Ms Eva Hillerova
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http://www.femirc.cas.cz

Estonia 

Mr Marek Tiits
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http://www.esis.ee

Hungary 

Mr Vilmos Bognar
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Office of National Economy

Gerberweg 5

FL-9490 Vaduz, LIECHTENSTEIN 
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Mr Krzysztof Trojanowski
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Fax: (+48-22)828.5370
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Ing. Ivan Filus 
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E-mail: ist@bicba.sk
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Tel.: (+386-1)4784.692
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Dr Joze Gricar

University of Maribor

Faculty of Organisational Sciences

Kidriceva 55a

4000 Kranj, SLOVENIA

Tel.: (+386-4)237.4220

Fax: (+386-4)237.4299
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E-mail: Catherine.Jean@epfl.ch
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Australia
Mr Karl Baigent
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Dr Tofig Babayev
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Fax: (+99412) 663995

E-mail: tbabayev@azeri.com
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Centre of Information Technology - CIT

6 P. Brovki Street

220027 Minsk, BELARUS

Tel.: (+375-172)3984-83

Fax: (+375-172)3267-66

E-mail:  sam@cit.org.by 
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Tel.: (+55 51)316 6801

Fax: (+55 51) 336 5576

E-mail: rosa@inf.ufrgs.br
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Canada
Ms Donna Jackson
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Industry Canada
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Fax: (+1 613) 990 4215
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China
Mr Mu Hu

Dept. of International S&T Cooperation

Ministry of Sciences &Technologies (MOST)

15 bis, Fuxing Road

Haidian District

Beijing 100862, CHINA

Tel.: (+86 10)68 512588

Fax: (+86 10)68512594

E-mail: hum@mail.most.gov.cn 
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Dr Givi Kochoradze
MESI Ltd.
Tbilisi State University,  
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GE-380028 Tbilisi, GEORGIA

Tel.: (+995) 32-220303

Fax: (+995) 32-221186

E-mail: gcp@ip.osgf.ge

Russia
Prof. Valery Mikhov
Institute of Operating Systems
Ministry of Education of the Russian Federation
MIET, Zelenograd
103498 Moscow, RUSSIA

Tel.: (+7 095)5327241

Fax: (+7 095)5320200

E-mail: mvm@iopsys.ru
http://www.iopsys.ru 

Ukraine
Mr Oleksandr BARANOV

State Committee of Communications and Informatization of Ukraine)

22, Khreshchatyk Street

01001 KIEV, UKRAINE

Tel.: (+380-44)226 2750

Fax: (+380-44)228 6141

E-mail: inet@scpt.ukrtel.net
http://www.stc.gov.ua

U.S.A
Dr Jeanne Hudson

National Science Foundation (NSF)

Division of International Programs

4201 Wilson Boulevard

Arlington, Virginia 22230, U.S.A.

Tel.: (+1) 703 306 1702

Fax: (+1) 703 306 0476

E-mail: jhudson@nsf.gov
Appendix 5 – Project Grant Agreement

1.1:
Model agreement

1.2:
General terms and conditions applicable to European Community project grant agreements

1.3:
Model for letter of guarantee from the financial organisation to the European Community.

1.
Project grant agreement
1.1
Model agreement

GRANT AGREEMENT

The European Community/the European Atomic Energy Community/the European Coal and Steel Community (“the Community”), represented by the Commission of the European Communities (“the Commission”), itself represented by .....................……………………………………………………………………………...,

of the one part,

and

[full legal name of beneficiary] [acronym] with its office at (address [of registered office - for companies and associations; of main office - for public bodies and universities], VAT number and official registration number where appropriate],

(“the beneficiary”), represented by [name and position of the signatory [for legal persons, the person duly authorised to act legally on behalf of the beneficiary body in relations with third parties: Chairman, Director‑General, Rector, Head of administrative or financial department])
of the other part,

HAVE AGREED AS FOLLOWS:

Article 1 - Subject matter

1.1.
The Commission has decided to award a grant on the terms and conditions set out in this agreement and its annexes, which the beneficiary hereby declares he has taken note of and accepts, for the operation entitled: [........](“the operation”).

1.2
The beneficiary accepts the grant and undertakes to carry out the operation under his own responsibility. 

A detailed description of the operation is given in Annex I, which forms an integral part of this agreement.

1.3.
The operation shall be carried out [principally] at [...].

Article 2 - Duration

2.1
The operation shall last for [insert number] months from [the first day [of the month] following that in which the last of the two parties signs or insert date] ("start date").

2.2
The agreement shall end [on the date of the final payment by the Commission] on [insert date].

Article 3 - Financing the operation
3.1
The total cost of the operation is estimated at EUR [...]. The detailed budget for the operation is set out in Annex III, which forms an integral part of this agreement.


The total cost of the operation comprises only costs eligible for Community funding, as defined in Annex II. [A fixed percentage of 7 % [maximum] of the total amount of eligible direct costs shall be eligible as indirect costs, in accordance with the conditions set out in Article 11(3) of Annex II.](1)

[The total cost of the operation shall not include any contributions in kind by the beneficiary, which are dealt with separately in Annex III.


However, as such contributions are taken into account by the Commission in determining the level of its support for the operation, the beneficiary undertakes to provide these contributions on the terms laid down in this agreement. Failure to honour this undertaking may result in termination of the agreement, as specified in Article 3 of Annex II.](3) 

3.2
The Commission shall provide a maximum amount of EUR [...], equivalent to [...]% of the estimated total cost specified in paragraph 1.

3.3
The beneficiary accepts that the claim on the Commission may not be assigned to another body, transferred to a third party, or seized or sequestered in any way without the Commission’s prior written consent.

Article 4 - Payment arrangements

4.1 

Option 1 

[The grant shall be paid to the beneficiary by the Commission as a lump sum within 60 days of the start date on production of a request for payment and a financial guarantee for an equivalent amount].

Option 2 

[The grant shall be paid to the beneficiary by the Commission as follows:

· EUR [......] [...% of the amount specified in Article 3(2)] by way of an advance within 60 days of the start date on production of a request for payment [and a financial guarantee for an equivalent amount](6);

[-
EUR [.....] [...% of the amount specified in Article 3(2)] within 60 days of receipt and acceptance of an interim report, [an interim financial statement on the  operation] and a request for payment;]
-
the balance within 60 days of receipt and approval of the final report, a final financial statement on the operation and a request for final payment.]

Option 3

[The grant shall be paid to the beneficiary by the Commission as a lump sum within 60 days of receipt and approval of the final report, a final financial statement on the operation and a request for final payment.]

4.2
Payments by the Commission shall be made to the beneficiary's bank account below:


[insert beneficiary's bank details]

4.3
Payments shall be made by the Commission in euros. Real costs shall be converted into euros at the rate published in the C series of the Official Journal for the first working day of the month in which payment is effective.


Exchange losses are not covered by this agreement and shall be borne by the beneficiary.

Article 5 - Reports and other documents

[1]. The following reports and other documents shall be sent by the beneficiary in [...] copies in [specify language] to the address specified in Article 6(1) of the agreement:

[-
[......] interim report(s) by the following deadlines: ]

[- 
other documents]

- 
a final report within three months of completion of the operation, as specified in Article 2(1) of the agreement.

[2.
The Commission shall have [...] months in which to check the above reports.  In the absence of any comments by the Commission within this period the reports shall be considered approved.]

Article 6 - General administrative provisions

6.1
Any communication relating to this agreement shall be made in writing and sent to the following addresses:


For the Commission


European Commission


Directorate‑General [...]


For the attention of ...............


[Address]


For the beneficiary


[...]

6.2
The beneficiary shall send the supporting documents in respect of the costs in Article 12(1) of Annex II to the following address:


European Commission


Directorate‑General [...]


For the attention of ...............


[Address]

Article 7 - Final provisions

7.1.
The following documents are annexed to this agreement and form an integral part of it:

Annex I: 
Description of the operation
Annex II:
General terms and conditions applicable to European Community project grant agreements 

Annex III: 
Budget for the operation

7.2
In the event of conflict between the provisions of the annexes and those of the agreement, the provisions of the agreement shall prevail. Annex II shall take precedence over the other annexes.

[Article 8 - Special conditions]
Done at [Brussels] in duplicate in [specify language].

For the beneficiary
For the Commission

…………………..
…………………….

[name of person specified on the first page]
[name of authorising officer by delegation or subdelegation]

[signature]
[signature]

[date]

Version:  V1 - 15/07/1999    conv_sub_action_en

1.2
General terms and conditions applicable to European Community project grant agreements 

part a - legal and administrative provisions

Article 1 -  Performance

Subject to cases of force majeure, the beneficiary shall do everything to ensure that the operation is carried out in accordance with the conditions and arrangements specified in Annex I to the agreement. 

Article 2 - Liability

2.1
The Commission may not, under any circumstances or for any reason whatsoever, be held liable in the event of complaints deriving from the agreement concerning damage or injury sustained by the staff or property of the beneficiary while the operation is being carried out. No claim for compensation or repayment accompanying such a complaint shall be accepted by the Commission.

2.2
Except in case of force majeure, the beneficiary shall be required to indemnify the Commission for any damage resulting from the operation or from failure to carry it out properly.

2.3.
The beneficiary shall assume sole liability towards third parties, including for damage of any kind sustained by them while the operation is being carried out.

Article 3 - Confusion of interests

The beneficiary undertakes to take all precautions necessary to avoid confusion of interests and shall inform the Commission immediately of any situation giving rise to or likely to give rise to any such confusion.

Article 4 - Termination of the agreement

4.1
The beneficiary may refuse the grant at any time by serving two months’ formal written notice, without being required to pay compensation. In this event, the beneficiary shall be entitled to payment of the grant only for the part of the operation carried out.

4.2
The Commission may terminate the agreement should the beneficiary, for no valid technical or economic reason, fail to fulfil any of the obligations under the agreement and, after being given notice by registered letter to comply with these obligations, still have failed to do so within one month of receiving the letter.

In that event the Commission shall pay only the eligible costs actually borne by the beneficiary at the time of termination, and no costs related to contracts already concluded but for performance after the date of termination.

4.3
The Commission may terminate the agreement, without giving notice and without paying compensation of any kind, where the beneficiary:

- 
is declared bankrupt, is wound up or is the subject of any similar proceeding;

-
fails to comply with Article 3 of this Annex;

- 
makes false or incomplete statements to obtain the grant provided for in the agreement.

In that event the Commission may demand full or partial repayment of the amounts already paid under the agreement.

4.4
Termination of the agreement for financial irregularities shall be without prejudice to the application of other administrative measures or penalties which may be imposed in accordance with Council Regulation (EC, Euratom) No 2988/95 of 18 December 1995 on the protection of the European Communities' financial interests.

Article 5 - Confidentiality

The Commission and the beneficiary undertake to preserve the confidentiality of any document, information or other material communicated to them in confidence disclosure of which could harm the other party.

Article 6 - Publicity

6.1
Unless the Commission requests otherwise, any notice or publication by the beneficiary about the operation, including at a conference or seminar, must specify that the operation has received funding from the Commission.


Any notice or publication by the beneficiary, in whatever form and on or by whatever medium, including the Internet, must specify that it reflects the author’s views and that the Commission is not liable for any use that may be made of the information contained therein.

6.2
The Commission shall be authorised to publish, in whatever form and on or by whatever medium, including the Internet, the following information:

- 
the name of the beneficiary, except where this could jeopardise the beneficiary's security,

- 
the purpose of the grant,

- 
the amount granted and the proportion of the total cost of the operation accounted for by the funding, 

- 
the geographical location of the operation,

-  
whether the operation has previously been publicised.

Article 7 - Ownership/use of results

7.1
Unless otherwise provided in the agreement or the annexes thereto, ownership, title and industrial and intellectual property rights in the results of the operation and the reports and other documents relating to it shall vest in the beneficiary.

7.2 
Notwithstanding the provisions of the first paragraph, the beneficiary shall grant the Commission the right to use freely and as it sees fit the results deriving from the operation, subject to any confidentiality arrangements agreed between them and to the industrial and intellectual property rights already existing.

Article 8 - Evaluation of the operation

Where the Commission carries out an interim or ex post evaluation, the beneficiary undertakes to provide it and/or the persons authorised by it any document or information which will assist with the evaluation.

Article 9 - Amendment of the agreement

9.1 
Any amendment of the agreement, including the annexes thereto, must be set out in a written agreement to be concluded on the same terms as the original agreement. A verbal agreement shall not be binding on the parties.

9.2 
Where the amendment does not affect the basic purpose of the operation and the financial impact is limited to a transfer between headings of the budget involving an increase of less than 10% of the amount entered under a heading for eligible costs, the beneficiary may apply the amendment and shall inform the Commission accordingly without delay.

Article 10 - Jurisdiction

The beneficiary may bring a complaint against decisions by the Commission concerning the application of the provisions of the agreement, including the annexes thereto, before the Court of First Instance of the European Communities and, in the event of appeal, the Court of Justice of the European Communities.

PART B - FINANCIAL PROVISIONS

Article 11 - Eligible costs

11.1
To be considered eligible, costs must:

- 
be directly linked to the subject matter of the agreement and be provided for therein;

- 
be necessary for carrying out the operation covered by the agreement;

- 
be reasonable and comply with the principles of sound financial management, in particular value for money and cost‑effectiveness;

-
have been incurred during the lifetime of the operation, as defined in Article 2(1) of the agreement;

- 
have actually been incurred, be recorded in the beneficiary’s accounts or tax documents, and be identifiable and controllable.

11.2
The following direct costs shall be eligible:

- 
the cost of staff assigned to the operation, corresponding to real salaries plus social security charges and other remuneration‑related costs;

- 
travel and subsistence costs for staff taking part in the operation;

- 
purchase costs for equipment (new or used), provided that these correspond to normal market costs and that the value of the items concerned is written off in accordance with the tax and accounting rules applicable to the beneficiary; only the proportion of depreciation of the item corresponding to the duration of the operation may be taken into account by the Commission, except where the nature and/or use of the item justifies different treatment by the Commission;

-
costs of consumables and supplies;

-
expenditure on subcontracting, provided that the Commission has given advance written agreement for subcontracting; in this case the beneficiary shall ensure that the terms applicable to it under the agreement are also applicable to his subcontractors; 

-
costs deriving directly from the requirements of the agreement (dissemination of information, specific evaluation of the operation, translation, reproduction, etc.) including, where appropriate, financial service costs (in particular the cost of financial guarantees), but not including exchange risks unless the agreement expressly provides for their inclusion;

-
a "contingency reserve" of no more than 5% of eligible direct costs.

11.3
As a rule, a fixed percentage of overheads up to a maximum of 7% of the total amount of eligible direct costs shall be eligible as indirect costs.


Indirect costs shall be eligible provided that they do not include costs assigned to another heading of the budget provided for by the agreement, that they cannot be charged direct and that they are not financed from other sources.  The total partial amounts charged by the beneficiary as eligible overheads shall not exceed, in cases where he is covered by various grant agreements, the total overheads covered for the financial year in question or for the duration of the operation.

Indirect costs shall not be eligible where the grant agreement concerns the financing of an operation conducted by a body which is already receiving an operating grant from the Commission.

11.4
The following costs shall not be considered eligible:

-
capital investment costs;

-
provisions for possible future losses or debts;

- 
interest owed;

- 
debts;

- 
doubtful debts;

-
exchange losses, except where the agreement expressly provides for them;

-
contributions in kind; however, contributions in kind may be taken into account when the maximum amount of the grant is set;

-
inordinate or ill‑considered costs.

Article 12 - Statement of costs and repayment arrangements

12.1
The beneficiary shall, within three months of completion of the operation, present a final statement of all eligible costs, together with a full summary statement of revenue and expenditure for the operation.

The beneficiary shall be required to present interim statements of eligible costs only if the agreement expressly provides for this.

12.2
On the basis of an examination of the final statement, and without prejudice to the provisions of Article 14 of this Annex, the Commission shall pay the balance of the grant as provided in the agreement. Under no circumstances may the total amount paid by the Commission to the beneficiary exceed the maximum amount of the grant specified in the agreement, even if the total real costs exceed the estimated total budget as set out in Annex III to the agreement.

12.3
The beneficiary accepts that the grant shall be limited to the amount required to balance revenue and expenditure for the operation.


If the eligible costs on completion of the operation are less than the estimated total cost specified in Article 3(2) of the agreement, the Commission funding shall be limited to the amount produced by applying the above percentage to the real costs.  


The beneficiary undertakes to repay to the Commission any amounts paid in excess of this amount.

12.4
The amount of the grant to be paid by the Commission shall be reduced by means of:

- 
a reduction in the balance of the grant payable on completion of the operation;

- 
a request for repayment of overpayments made to the beneficiary, if the total amount already paid by the Commission exceeds the final amount actually due.

Article 13 - Interest on late payment

13.1.
The Commission undertakes to pay sums due pursuant to this agreement within a maximum of sixty calendar days running from the date of the event giving rise to payment to the date on which the Commission’s account is debited.

13.2.
This payment period may be suspended by the Commission if it informs the beneficiary, at any time within the period of sixty calendar days counting from the date of the event giving rise to payment, that this request is not admissible, either because the amount is not due or because the necessary supporting documents have not been produced or because the Commission sees the need for further checks. The payment period shall begin to run from the date on which the properly drawn‑up request for payment is registered.

13.3.
Upon expiry of the time limit set in paragraph 1 and without prejudice to paragraph 2, on condition that the beneficiary is not a public administration, he may, within two months of receiving the late payment, claim interest at the rate applied by the European Central Bank to its main refinancing operations, plus one and a half percentage points.

Article 14 - Technical and financial control
14.1
The beneficiary undertakes to allow Commission staff and persons authorised by the Commission appropriate access to the sites or premises where the operation is being carried out and to all documents relating to the technical and financial management of the operation. Access by persons authorised by the Commission may be subject to confidentiality arrangements to be agreed between the Commission and the beneficiary.

14.2
The beneficiary agrees to the Commission and the Court of Auditors of the European Communities verifying the use to which the grant is put in accordance with the Financial Regulation of 21 December 1977 applicable to the general budget of the Commission, as amended, throughout the duration of the agreement and for five years after its end date.

14.3
The beneficiary undertakes to ensure that any subcontractors accept the same obligation.

14.4
Controls by the Commission or the Court of Auditors of the European Communities may be carried out on the basis of documents or on the spot.

Article 15 - Repayment of the grant

15.1
In the cases referred to in Articles 4(1) and 4(2) and 12 of this Annex, the beneficiary undertakes to repay to the Commission any amounts paid in excess of the real eligible costs of the operation, in the manner and within the time limits set by the Commission.

15.2
In the event of termination of the agreement in the cases specified in Article 4(3) of this Annex, the Commission may request full or partial repayment of sums paid to the beneficiary. The Commission shall determine the manner and the time limits for such full or partial repayment.

15.3
Should the beneficiary fail to repay such amounts within the time limit set by the Commission, the Commission may increase the sums due by adding interest at the rate applied by the European Central Bank to its main refinancing operations plus one and a half percentage points.

15.4
Bank charges occasioned by the repayment of sums due to the Commission shall be borne entirely by the beneficiary.

15.5
The recovery decision drawn up by the Commission and transmitted to the beneficiary owing a repayment to the Commission shall be enforceable within the meaning of Article 256 of the Treaty on European Union, Article 92 of the ECSC Treaty and Article 164 of the Euratom Treaty.

15.6.
Amounts to be repaid to the Commission may be set off against amounts of any kind due to the beneficiary.
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1.3
Model for letter of guarantee from the financial organisation to the European Community.
NB. The use of the financial guarantee is and option to be decided at the negotiation of the Grant. If a financial guarantee is agreed, the model letter in this annex should be used.

Model

Letter of Guarantee from the financial organisation to the [European Community/European Atomic Energy Community/European Coal and Steel Community]
(to be signed by an authorised representative of the financial organisation (e.g. a bank))
1.
The [European Community/European Atomic Energy Community/European Coal and Steel Community] (“the Community”) represented by the Commission of the European Communities (“the Commission”), has concluded an agreement (reference No) with (name of the beneficiary concerned) (“the beneficiary”) under the (insert the name of programme) for an operation entitled (title of the operation).

2.
Under the terms of the agreement:

(i) the Community undertakes to contribute (**) % of the allowable full costs of the operation up to (insert the amounts in figures and in words) Euro). Of this amount, Euro (****) are estimated to be the contribution of the Community towards the costs of the beneficiary.

(1) any dispute between the Community and the beneficiary will be brought before the Court of the First Instance of the European Communities. 

3.
(Name of financial organisation) (“the financial organisation”) hereby irrevocably undertakes to pay all amounts owed to the Community by the beneficiary up to a maximum of (insert the amount in figures and in words) Euro) if it fails to fulfil its obligations within the time limit and/or in accordance with the terms specified in the agreement. The financial organisation renonce à tout bénéfice de division, et de discussion ?. The amount may be increased or decreased on request of the beneficiary with the written agreement of the Commission.

4.
This guarantee may be called in at any time by the Commission during the period specified under point (5) by registered letter stating that the beneficiary has failed to fulfil its obligations under the above agreement, and specifying the amount being claimed.

The financial organisation will execute the guarantee only on presentation of such a document signed by the Commission and specifying the amount to be repaid.

5.
The guarantee is valid from the date of its constitution up to and inclusive of the 60th day after the beneficiary has fulfilled all its obligations resulting from the agreement with the consent of the Commission (or up to (specify date)(. After this deadline, the Commission will send the original letter of guarantee back to the financial organisation.

6.
In the case of an audit initiated before the end of the agreement or before the date specified under point (5), the guarantee shall be extended up to the conclusion of the audit.

7.
This guarantee and the effect given to it are governed exclusively by (****) law.

8.
Any dispute between the Community and the financial organisation relating to this guarantee or to any payment made in the context thereof will be brought before the Courts in (****).

Done at (*****), on (******)
(name and signature of the authorised representative of the financial organisation)

(official stamp of the financial organisation)
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� For courier services that require a telephone number for the recipient, please use +32-2-2984206.


�	An alternative might be official approval of applicants by the Member States.


� 	The Commission service to which the current Grant Application is addressed.


�	This includes costs such as bank charges, fees, etc.


�	These are contributions that are nor invoiced, e.g. voluntary work, or equipment or premises made available free of charge.


� Please give name and position of legal signatory if different from the name mentioned in the form.


(1) 	Standard clause for overheads.





(3) 	Paragraph to be inserted if contributions in kind are made by the beneficiary.





(6) 	This option may be used where, for example, the authorising officer has doubts about the financial viability of the beneficiary.
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