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Foreword – PART 2A

This PART 2A of the IST Guide for Proposers for the 6th IST call under the IST programme of 7th July 2001 contains information specific to the part of the call with a fixed deadline of 17th October, 2001 for RTD actions (Call part identifier: IST-00-7-1A).
There are similar guides for other types of action.  To decide which is appropriate for your proposal, you should:

· Check the Workprogramme.  The 2001 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.

Contents – PART 2A – “Fixed deadline proposals - for RTD” 

3Foreword – PART 2A

IV Specific information for the 7th call in the IST programme Published 7th July, 2001: Fixed Deadline Proposals - for RTD (17th October, 2001)
7
IV.1 Introduction
7
IV.1.1 RTD Actions
7
IV.1.2 Bursaries for young researchers from developing countries
8
IV.2 Proposal preparation
8
IV.2.1 Proposal language
8
IV.2.2 Proposal structures and submission forms
8
IV.2.3 Proposal preparation Tool (Pro-Tool)
9
IV.2.4 Proposal anonymity
9
IV.2.5 Optional pre-proposal check
9
IV.2.6 Notification of intention to propose - Pre-registration
9
IV.3 Submission of proposals
10
IV.3.1 Introduction
10
IV.3.2 Electronic submission
10
IV.3.3 Submission on paper
12
IV.3.4 Acknowledgement of receipt
12
IV.3.5 Submission addresses
13
IV.3.6 Deadlines for reception
13
IV.3.7 Results
13
IV.4 Support for Proposers
14
IV.4.1 IST Programme Information desk
14
IV.4.2 Partner search facilities
14
IV.4.3 National contact points
14
IV.4.4 IDEALIST: Support for potential proposers
14
IV.4.5 Programme Information Days
15
IV.4.6 Other help facilities
15
IV.5 References
16
IV.6 Checklist for submission
17
Appendix 1 - Proposal Submission Forms
19
Appendix 1A - Proposal Submission Forms for shared-cost RTD projects
21
Appendix 1B - Proposal Submission Forms for INCO bursaries for young researchers from developing countries
30
Appendix 2 - Notification of Intention to Propose (Pre-registration)
31
Appendix 3 – Acknowledgement of receipt form
36
Appendix 4 – National contact points
40
Appendix 5 - Special requirements for proposals for Action line  IST-2001-VIII.1.6. Extension of existing IST contracts with NAS partners
51
Appendix 6 – Audit certificates
55
Appendix 7 – Special requirements for proposals for action line  IST-2001 - I.5.3  Ambient intelligence application systems for mobile users and travel/tourism businesses
63
Appendix 8 - Pre-proposal check for FET Pro-active initiative
70




PART 2A

IV Specific information for the 7th call in the IST programme Published 7th July, 2001: Fixed Deadline Proposals - for RTD (17th October, 2001)

IV.1 Introduction

This section describes the submission procedure for proposals for RTD actions (research, demonstration and combined research and demonstration actions) in the 7th IST call under the IST programme published on 7th July, 2001 with a “fixed deadline” of 17th October, 2001.  The Action Lines opened for RTD actions are specified in the Call for Proposals published in the Official Journal of the European Communities, and their objectives and scope are defined in the IST 2001 Workprogramme.

Proposals for RTD actions may be accompanied by proposals for Bursaries for young researchers from developing countries (INCO bursaries).

IV.1.1 RTD Actions
Research projects aim at obtaining new knowledge or are intended to develop or improve products, processes or services and at the same time support the implementation of Community policies. Proposals for research projects should therefore focus more on the innovation aspects and on how they will bring forward the state of the art in their specific research or application areas.

Demonstration projects are designed to prove the viability of new technologies offering potential economic advantage but which cannot be commercialised directly. Proposals for demonstration projects should therefore focus more on validation, involvement of users, possibilities to create market opportunities and on exploitation plans.

Combined research and demonstration projects combine the two above elements in a single project. Proposals for combined projects must therefore focus on the most important part of the proposal, and clearly state the research and demonstration objectives, and describe how each of them will be obtained.

Consortia can propose long term projects with an expected time to market beyond the 5 years or shorter term research and/or demonstration projects. The projects’ workplan, management plan, internal review mechanisms etc. must be appropriate to the particular type of project. Furthermore, the consortia should clearly identify the conditions required to maximise the exploitation of successful results.  The shorter the time to market, the more precise the exploitation plan should be.
Summary of eligible costs - RTD Actions
The RTD actions described above use the same eligible cost categories: Personnel, Durable equipment, Consumables, Travel and Subsistence, Computing, Subcontracting, IPR protection, Other costs, Overheads, Coordination costs.

From the 6th IST call the Commission will introduce a new mandatory cost item under ‘Other costs’: Audit certificates. See Appendix 6 for further explanation.

The EC contribution depends on the type of project, the cost model of the organisation and the country of organisation. The EC contribution to research projects is up to 50% of the total eligible costs for full cost participants (FC or FF model). The EC contribution to demonstration projects is up to 35% of the total eligible costs for full cost participants (FC or FF model). The EC contribution to combined research and demonstration projects is up to 35-50% of the total eligible costs for full cost participants (FC or FF model). The EC contribution to all organisations using the additional cost model is up to 100% of the total eligible costs. EC contribution is normally only paid to member states of the EU or the associated states. (See Guide for proposers, Part 1, section 3 for more detailed explanations). 

IV.1.2 Bursaries for young researchers from developing countries
Proposers for research, demonstration and combined research and demonstration projects may include applications for Bursaries for young researchers from developing countries (INCO Bursaries) in conjunction with their RTD proposals, using the special application form supplied in Appendix 1B.

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.2 Proposal preparation

IV.2.1 Proposal language 

Proposals may be submitted in any official language of the European Union. If your proposal is not in English, a translation of the full proposal would be of assistance to the evaluators and an English translation of the abstract and proposal summary should be included in part A of the Proposal Submission Form.

IV.2.2 Proposal structures and submission forms 

A proposal for RTD (research, demonstration or combined projects) has three parts:

· Part A collects administrative information about the proposal and the proposers (e.g. proposal name, proposers’ names and addresses, brief description of the work, total funding requested by type of expense etc.). This information will assist in the preparation of a contract if the proposal is successful. It is subject to verification by the Commission services.

· Part B (which unlike Part A is in the form of a structure or list of topics which should be followed, rather than a pre-prepared form) describes in detail the nature of the proposed work. This section must be anonymous, that is it may contain no information which reveals the identity of participants. The instructions for Part B are in Appendix 1A.

· Part C (which is also in the form of a structure to be followed) then identifies and describes the partners and their role in the consortium and in the proposed project.  It also describes the European added value of the proposed project, its contribution to social policies, the dissemination and - if relevant - the exploitation plans. Only after the evaluators have recorded their scores for Part B are they given Part C to review. The instructions for Part C are in Appendix 1A.

Forms have been prepared which collect the administrative information required for Part A of the proposal - the Proposal Submission Forms.  These are designed both to ensure that all necessary information is collected and to allow a fair and equal comparison between proposals. There are several versions, differing according to the types of action proposed (RTD projects, Accompanying Measures, Concerted Actions etc.). Research, demonstration and combined research and demonstration projects use the same shared cost RTD forms. Proposers must ensure they are using the appropriate form for part A for the type of action they are proposing.

Proposals for either a research or a demonstration project need only one proposal description.

For combined research and demonstration projects, the general rule is that the proposal should be made in two parts, one describing the research part and one covering the demonstration part. The proposing consortium must in this case make two separate descriptions of part B and C and also two A4 cost sheets, one for each part. In the cases where it is impossible to separate clearly the research and demonstration parts of the proposal, the consortium may make one proposal description, but must in the A4 cost sheet use a percentage for funding that reflects the relative weight of the two phases in the project.

The form for acknowledgement of receipt (Appendix 3) must be attached to the proposal in order to ease confirmation of receipt of the proposal.

The proposal submission forms are available electronically on CORDIS http://www.cordis.lu/fp5/src/forms.

IV.2.3 Proposal preparation Tool (Pro-Tool)

To help proposers prepare the administrative and financial information for a proposal (part A) in conformity with the appropriate Proposal Submission Form, the Commission provides a software tool (the Proposal Preparation Tool or “ProTool”).  ProTool is used chiefly by the Co-ordinator.  Other participants can also use ProTool to prepare their contribution and communicate it electronically to the Co-ordinator.

ProTool assists in making the forms complete and consistent and in assembling part A with parts B and C.  It supports proposers and the Commission services with high quality and efficient entry of administrative data.  Once the proposal has been prepared with the tool, it may be sent either electronically or on paper, as preferred by the proposers.

ProTool is available on CORDIS http://www.cordis.lu/fp5/protool/.

IV.2.4 Proposal anonymity 

Part B of the proposals for RTD actions must be anonymous. In this part, which contains the description of the content of the proposed project, there must be no reference to the names of the organisations involved in the consortium or any information by which they may be identified, including proposers names in bibliographic references (those could be in part C of the proposal). Participants must be referred to by the codes and numbers assigned in the Proposal Submission Form Part A, sheet A3 (i.e. CO1, CR3, AC4, etc.)

IV.2.5 Optional pre-proposal check 

A pre-proposal check service is offered in this Call uniquely for FET proactive initiative on Lifelike perception systems, action line IST-2001-6.2.3. Use the form in Appendix 8 to request a pre-proposal check. The completed form for FET pre-proposals should be faxed to +32 2 296 8390 or sent by email to istfet@cec.be.

The deadline for submission of pre-proposals for checking is 6July 2001 Proposers will have feed back on their pre-proposals as soon as possible and no later than 20 July 2001.

IV.2.6 Notification of intention to propose - Pre-registration

The IST programme strongly encourages proposal co-ordinators to pre-register their intention to submit a proposal.

Proposal co-ordinators 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 3rd October, 2001. In return they will receive, within a few working days, and at the latest on 8th  October, 2001, a proposal number from the Commission services, to be quoted in the full proposal when it is submitted.

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

IV.3 Submission of proposals 

IV.3.1 Introduction

If the proposal has been prepared on paper following the format given in the appropriate Proposal Submission Form, it may be submitted on paper to the European Commission. If the proposal is made with the Pro-Tool and is then printed out on paper, this paper version may also be submitted.

If the proposal has been made with the Pro-Tool it may be submitted electronically. This electronic submission may be made by any member of the consortium (not only the Co-ordinator). The participant who makes the submission must obtain certification (see below) so that electronic submission can be carried out securely.

The co-ordinator must have in his possession:

· either the signatures of the participants - principal contractors and assistant contractors - who would contribute to the funding of a project, on form A3.

· or the signed commitment letters from the participants stating that the co-ordinator is authorised to submit the proposal on behalf of the consortium and that the proposal is agreed by the participants.

Proposers should submit either on paper or electronically, not both. If a proposal is submitted in both forms, the Commission will evaluate the electronic version.

When preparing a proposal on paper, the proposer must indicate the proposal short name (acronym), the proposal number (if a number has been allocated before submission by the Commission) and the date of preparation at the top of every page of the parts B and C, and on all annexes. Pages must be clearly numbered.

A submission checklist is provided in section IV.6.

IV.3.2 Electronic submission

IV.3.2.1 Certification

To send a proposal electronically to the Commission, the co-ordinator (or other participant who is submitting the completed proposal) must request in advance a certificate which will allow him to sign the proposal digitally. A standard certificate (Class-II) or a one-time certificate (Class-I) can be requested. Both are provided free of charge.

Standard certificates (Class-II) can be obtained by downloading, installing and using the ProTool. Proposers are requested to complete and sign a request form and to send this to the Framework Five Certification Service Provider (FP5-CSP). Once the FP5-CSP has received and accepted the form, a certificate will be provided. This certificate allows electronic submission of proposals for the duration of the certificate (normally one year, but extendible), without any further exchange of paper information. 

This form of certificate will allow encryption of the proposal. (It should be noted that national regulations may impose certain conditions on the use of the encryption software. It is the responsibility of the proposers to ensure that such national regulations are adhered to).

One-time certificates (Class-I) can also be obtained from the FP5-CSP, by use of the ProTool. This form of certificate allows electronic submission of only one proposal, for those co-ordinators who want to try the system out, or who expect not to send another proposal soon. Electronic submission with this certificate requires in addition the sending of a manually signed form A.1 from Part A of the Proposal Submission Form on paper to the Commission before the deadline set out in the relevant Call for Proposals.

This form of certificate does not provide encryption. Security is restricted to the standard available on the secure servers used (SSL).
A request for certification is made by using the ProTool.

IV.3.2.2 List of countries in which electronic submission is possible

Although electronic submission is possible from any country in the world, not all certificate classes are allowed in all countries. 

Electronic submission with Class I certificates is allowed from any country in the world because the submission files are not encrypted. 

Electronic submission with Class II certificates, on the contrary, are encrypted. 

Due to export restrictions of the encryption enabler library, Class II certificates can only be requested from the following countries: 

Argentina, Australia, Austria, Belgium, Bulgaria, Canada, Czech Republic, Denmark, Finland, France, Germany, Greece, Hungary, Israel, Italy, Japan, Luxembourg, Netherlands, New Zealand, Norway, Poland, Portugal Rep. Of Korea, Romania, Russian Federation, Singapore, Slovak Republic, South Africa, Spain, Sweden, Switzerland, Taiwan, Turkey, Ukraine, United Kingdom, and United States. 

Therefore, if the country from which you want to submit in not listed above, you cannot use a Class II certificate. However, you may still submit electronically using a Class I certificate.

Check the Protool website for the latest list of countries:  http://www.cordis.lu/fp5/protool/submission

Senders are warned that the Commission cannot be held liable for unlawful use of the encryption tools provided, the use of which may be forbidden in some circumstances in some Member States.

IV.3.2.3 Procedure

The ProTool software contains the tool for sealing the proposal. This tool is used by the co-ordinator to package the administrative and technical proposal information parts A, B and C into one file and produce a “fingerprint” or validation file of the proposal, which uniquely identifies the proposal file. Submission of the validation file signifies the time of proposal submission. In case of communication problems this file can be printed and faxed before the deadline of the Call. The proposal itself must be received electronically no more than 48 hours after the Call deadline. While the sender will be returned an electronic message indicating successful transfer of file, this is not the formal acknowledgement of receipt of proposal.

The files containing parts B and C of the proposal should be clearly identified as such in the file name. These files should have the format type, pdf, rtf, postscript or word (the latter is the least desirable due to local format settings). The Commission reserves the right not to consider files with other formats than defined above.

Holders of a Class-II certificate will also be able to encrypt the proposal file. The precise method is explained in the sealing tool.

On receipt, the Commission will electronically archive, under secure conditions, the validation and proposal file as received. After decryption and unpacking, a copy of the proposal as provided to evaluators will be archived electronically under the same conditions, together with the necessary information on the tools and information used to decrypt and unpack.

If the Commission receives multiple electronic versions of the same proposal, it will evaluate only the last version received before the Call deadline, and discard the others.

IV.3.2.4 Electronic submission fall-back procedure

Failure in downloading or an inability to decrypt or read a proposal file will result in a fallback procedure being initiated by the Commission. The Commission will within 24 hours request those proposers to submit a back-up copy of their proposal. The back up should arrive within 48 hours and must be identical to the file produced during sealing, which will be checked by use of the unique identifier, provided in the validation file. (Proposers planning electronic submission are recommended to prepare such a back-up copy in advance, for use if called for).

IV.3.3 Submission on paper

IV.3.3.1 Procedure

In some cases, national regulations concerning the sending of data do not permit the use of encryption, and thus confidential transmission cannot be ensured.  In others, proposers may prefer to submit proposals on paper.  In either case, proposals may be prepared using the ProTool then printed out on paper, or may be fully prepared on paper using the appropriate Proposal Submission Form.

IV.3.3.2 Number of copies

Paper proposals should be prepared:

· with five bound copies of Part A 

· with five bound copies of Part B 

· with five bound copies of Part C,

· with one complete unbound paper original with the signature of the co-ordinator on A1.

IV.3.3.3 Packaging and delivery

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

· The name of the Programme to which it is submitted (in this case "IST Programme"), the date of publication of the Call and the Call part identifier;

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

· A reference to the work addressed by the proposal (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 proposal.

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.

Proposals 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….

IV.3.4 Acknowledgement of receipt
Once a proposal, either electronic or paper, has been received and registered by the Commission, an acknowledgement of receipt will be despatched.

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

IV.3.5 Submission addresses

Proposals must be submitted by one of the following methods:

· Electronically using the Proposal Preparation Tool (ProTool). ProTool contains the necessary information for electronic submission to the Commission.

· 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.3.6 Deadlines for reception

The deadline for reception of proposals for this Call is:

17 October, 2001 - 17.00 (Brussels local time)

Proposals sent by express Courier service, mail or delivered by hand must arrive by 17h00 Brussels time on this date.

Important Notice: The above constitutes a change with respect to previous calls where deadlines applied to submission. Deadlines now apply to receipt by the Commission.

In the case of electronic submission, the validation file, which identifies the proposal file uniquely, must be received (electronically or by fax) at 17h00 Brussels time on this date. The unmodified proposal file must then be received electronically no more than 48 hours after the deadline.

IV.3.7 Results

Proposers for this call can expect to be notified of the result of the evaluation of their proposals at the end of November, 2001.  Successful proposers will be asked to prepare their draft contract Annex 1 “Description of Work” and Contract Preparation Forms for negotiation with the Commission services in the beginning of 2002 with the aim to finalise the negotiations by end of February, 2002. Please bear in mind this timetable so that you already at the proposal stage have prepared the IPR and consortium agreements and so that your consortium is prepared to work in this period.

IV.4 Support for Proposers

IV.4.1 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.4.2 Partner search facilities

The Commission’s CORDIS server in Luxembourg (http://www.cordis.lu/ist/eoi.htm) offers a number of services and information sources which may be useful in partner search for participation in this programme, as well as a list of organisations which have already expressed an interest in participating in the programme. 

IV.4.3 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.4.4 IDEALIST: Support for potential proposers

The IDEALIST service helps potential proposers and newcomers to the IST Programme to find the right partners across international boundaries.

IDEALIST offers:

· a partner brokerage service, targeted on particular calls and Action Lines, that pools the local knowledge of partners from 31 countries 

· international partner brokerage events

· general support for potential proposers

· special workshops and seminars. 

The IDEALIST partners, many of whom are also official National Contact Points (NCPs) for the IST Programme, (NCP) or working in close cooperation with NCP - represent all EU member states and associated countries: Austria, Belgium, Bulgaria, Switzerland, Cyprus, Czech Republic, Germany, Denmark, Estonia, Spain, Finland, France, Greece, Hungary, Ireland, Israel, Iceland, Italy, Lithuania, Luxemburg, Latvia, Malta, The Netherlands, Norway, Poland, Portugal, Romania, Sweden, Slovenia, Slovakia and United Kingdom. 

To find out more, contact ideal-ist@dlr-de or access http://www.ideal-ist.net/, or contact the NCP of your country.

IV.4.5 Programme Information Days

The IST Programme, EU Member States and Associated States frequently organise Information Days, where those interested in proposing may attend for a presentation of the programme and of the general Framework Programme, to obtain documentation and proposal preparation software (ProTool), to ask questions etc. and to meet potential consortium partners.

The latest information on planned Information Days is obtainable from http://www.cordis.lu/ist/events.htm.

IV.4.6 Other help facilities

IV.4.6.1 The Intellectual Property Rights Helpdesk

The IPR‑Helpdesk has been set up to support participants in RTD programmes seeking information on Intellectual Property Rights (IPR) and related contractual issues. The activity will also aid participants in locating the assistance necessary to register, protect, and exploit their inventions. The IPR‑Helpdesk offers information on these issues and guides users to the services available from national patent offices, patent agents, and lawyers in their country. 

IPR-Helpdesk

51-53 rue de Merl
L-2126 Luxembourg
Tel. +352–47-11-11-1

Fax +352–47-11-11-60

e-mail: info@ipr-helpdesk.org
URL: http://www.cordis.lu/ipr-helpdesk
IV.4.6.2 The Improving Human Potential Programme Helpdesk

For specific information relating to the Marie Curie Industry Host Fellowship scheme, proposers should use the following:

European Commission

Marie Curie Fellowships (Unit RTD-F2)

Directorate General Research

Rue de la Loi/Wetstraat 200

B-1049 Brussels, Belgium

Email: Improving@cec.eu.int
Fax: +32-2-2969926

Web: http://www.cordis.lu/improving

IV.4.6.3 The SME Programme Helpdesk

For specific information relating to SME specific measures (i.e., exploratory awards and co-operative research) proposers can get more information from the SME Helpdesk:

European Commission

SME Helpdesk

Directorate General Research

Rue de la Loi/Wetstraat 200

B-1049 Brussels, Belgium

Email: research-sme@cec.eu.int
Fax: +32-2-2957110

Web: http://www.cordis.lu/sme
IV.5 References

Potential proposers 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, 7.07.2001

http://www.cordis.lu/ist/calls/200102.htm

IST Workprogramme 2001

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

Evaluation Manual

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

IST Guidelines for Evaluators

http://www.cordis.lu/ist/calls/200102.htm

Proposal Submission Forms (Part A)

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

Proposal Submission Formats (Part B and C)
Appendix 1
http://www.cordis.lu/ist/calls/200102.htm

Model Contracts for RTD

http://www.cordis.lu/fp5/mod-cont.htm

Guidelines on major financial provisions -RTD

http://www.cordis.lu/fp5/mod-cont.htm

Participant's Choice of Cost Reimbursement system for RTD

http://www.cordis.lu/fp5/cont-admin.htm

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

Information Days calendar 

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

Organisations expressing interest in Call

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

Innovation Relay Centres

http://www.cordis.lu/innovation-smes/src/suppnet.htm

Information and forms on Marie-Curie fellowships

http://cordis.lu/improving

SME-specific measures 

http://www.cordis.lu/sme

INCO-web site (Bursaries, international co-operation)

http://www.cordis.lu/inco2/home.html

Other programme web sites accessible via

http://www.cordis.lu/fp5

IPR helpdesk 

http://www.cordis.lu/ipr-helpdesk

Proposal Preparation Tool (ProTool)

http://www.cordis.lu/fp5/protool/

List of countries for certificate II

http://www.cordis.lu/fp5/protool/submission

IDEALIST

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

Latest information (IST) 

http://www.cordis.lu/ist

IV.6 Checklist for submission

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

For ELECTRONIC submission of your IST proposal you should check the following items:

(
Have you ordered your certificate (using ProTool with an electronic request, and by sending the full written and signed forms) well in advance of the deadline (at least 3 weeks before is recommended)?

(
Have you imported this certificate to ProTool successfully?

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

(
Are all parts of the proposal (A-B-C) duly completed?

(
Have you integrated all parts (A-B-C and the filled out acknowledgement of receipt form) of the proposal into the file to be submitted?

(
Have you checked the address of the server to which to upload the proposal?

(
Have you checked that the proposal prints out correctly in one of the formats: PDF, RTF, Postscript or Word, and that it does not include files of another format (do not use picture, photo, voice or video formats, or MS Project, or similar tools)?

(
Last but not least: Is your proposal submitted before the deadline for electronic submission?

For PAPER submission of your IST proposal you should check the following items:

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

(
Are all parts of the proposal (A-B-C) duly completed?

(
Is your proposal prepared with five bound copies of part A, five bound copies of part B, five bound copies of part C, and one complete unbound paper original?

(
Does the A1 form contain the signature of the Co-ordinator? (A3 "Participant Profile/Information" forms can be printed either from ProTool or using the pdf forms. They do not need to be submitted with signatures and should not be submitted as faxes).

(
Is the complete set of proposal 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 (see call text or Guide for Proposers)? 

(
Last but not least: Is your proposal sent on time for the closing date of the call?

Appendix 1 - Proposal Submission Forms

This appendix contains:

Appendix 1A - Proposal Submission Forms for shared-cost RTD projects

Appendix 1B - Proposal Submission Forms for INCO bursaries

Appendix 1A - Proposal Submission Forms for shared-cost RTD projects
Shared-cost RTD projects cover:

· Research and development (R&D) projects, 

· Demonstration projects, 

· Combined R&D and demonstration projects.

Consortia can propose long term projects with an expected time to market beyond the 5 years or shorter term research and/or demonstration projects. The projects’ workplan, management plan, internal review mechanisms etc. must be appropriate to the particular type of project. Furthermore, the consortia should clearly identify the conditions required to maximise the exploitation of successful results.  The shorter the time to market, the more precise the exploitation plan should be
Proposals for shared cost RTD project have three parts:

· Part A, which contains legal and administrative information concerning the proposers, and a summary of the funding requested;

· Part B, which describes the work to be carried out;

· Part C, which describes the European added value, the contribution to social policies, the consortium, the management of the project, the dissemination and - if relevant - the exploitation plan and ethical and safety issues.

This document contains only the IST Programme-specific format for Part B and Part C.

The Part A forms are general to the whole Framework Programme and form a separate part of the Information Package.  They include machine-readable forms (A0-A4), Guidelines and Annexes. If your Information Package does not contain the appropriate Part A form, please download it from the programme web site or contact the National Contact Points or the programme helpdesk.

Proposal structure and description.

The description of the content of a proposal has two parts:

· Part B is anonymous. It presents the objectives and summarises the scientific background to the project. It describes the progress to be expected with regard to the state of the art, as well as the different tasks to be carried out. There must in this part be no reference to the names of the organisations involved in the consortium. The participants must only be referred to by the codes and numbers assigned to the participants in the administrative form, (sheet A3, i. e. CO1, CR3, AC4, etc.). It is, however, possible to indicate background references supporting the work and presented later in a list annexed to part C. (e.g. in the past years, partner CR2 has established that this phenomenon was caused by conditions X and Y [publication 04], the partnership has a strong experience in this specific field [publications 06 to 10], and the industrial partner CO1 owns three major patents in the area [patents 12 to 14]). Proposals in which the identity of any of the applicants is indicated will be rejected. Independently of this, it must be clear that the evaluation of the scientific & technical merits of the proposal will be performed exclusively on the basis of this part B and might result in the rejection of the proposal. 

· Part C, which is not anonymous, describes the European added value of the project, the contribution(s) to the social policies, ethical and legal considerations, the consortium, the management of the project, the dissemination and - if relevant - the exploitation plans.

Please remember to indicate the proposal’s short name (acronym) and proposal number and the date at the top of every page of parts B and C, and on all annexes.

For Research or for Demonstration projects the proposers should make a proposal description consisting of Parts A, B and C.

However, for Combined research and demonstration projects the general rule is that the proposal should treat the two elements separately. That is:

A single Part A is prepared, with however two A4 cost forms, one summarising the costs of the research element and one summarising the costs of the demonstration element of the work.

Two Part Bs (separating the research and demonstration elements)

Two Part Cs (separating the research and demonstration elements)

Only in the case where it is impossible to separate clearly the research and demonstration parts of the proposal may the consortium make one proposal description (i.e. one Part A, one Part B and one Part C), but the consortium must then in the A4 cost sheet use a percentage for funding (between 35-50%), that accurately reflects the relative weight of the two phases in the project.

Proposers should note that proposals that do not contain all three parts of the proposal, the complete administrative part (form A) and the proposal description in part B and C, will not be eligible.
Part B – RTD Proposals: Description of scientific/technological objectives and workplan

NB! PART B MUST BE ANONYMOUS

Part B should not reveal the names of the proposers nor otherwise reveal their identity e. g. through inclusion of corporate logos references to existing products, etc.

B1.
Title page


Proposal full title


Proposal acronym


(Date of preparation)


Proposal number (if applicable)

B2.
Content list (Part B only)

B3.
Objectives. 

This section, which should not exceed two pages, describes the scientific/technological objectives of the proposal.  They should be achievable within the project, not through subsequent development, and should be stated in a measurable and verifiable form. The progress of the project work will be measured against these objectives in later reviews and assessments.

B4.
Contribution to programme/Key Action objectives

This section, which should not exceed one page, describes how the proposed project will contribute to the objectives of the programme and/or Key Action.  This can be done by describing how the proposal meets the requirements of the Action Line, which it addresses.




B5.
Innovation

This section, not exceeding four pages, describes the innovative aspects of the proposed project, detailing proposed advances in the state of the art. 

Innovation can be in the form of novel products/services/applications.  It can range from the development of novel techniques/systems/environments to the integration of new generation technologies in original ways. It can include development of novel business processes, new organisational practices or, more generally, novel forms of interaction between people and information, whether at work or in daily life.

Proposers should clearly identify the novelty of their proposed results, for example by including a comparison with the 'state of the art' (world-wide).




B6. 
Project workplan:

This section concisely describes the work planned to achieve the objectives of the proposed project. The recommended length, excluding the forms specified below, is up to 10 pages. An introduction should explain the structure of the workplan and how the workplan will lead the participants to achieve the objectives of the proposal. It should also identify significant risks and contingency plans.  The workplan must be broken down into workpackages (WPs) which should follow the logical phases of a project’s life cycle and include management of the project and assessment of progress and results. Essential elements of the workplan are:


a)
Introduction – explaining the structure of the workplan and the overall methodology used to achieve the objectives;


b)
Project plan, showing the timing of the different WPs and their components (Gantt chart)


c)
Graphical presentation of the project’s components, showing their interdependencies (Pert diagram)


d)
Detailed project description broken down into workpackages:


Workpackage list (use Workpackage list form below);


Deliverables list (use Deliverables list form below);


One page description of each workpackage (use Workpackage description form below):


Note: The number of workpackages used must be appropriate to the complexity of the work and the overall value of the proposed project. Each workpackage should be a major sub-division of the proposed project and should also have a verifiable end-point (normally a deliverable or an important milestone in the overall workplan).  The workplan should be sufficiently detailed to justify the proposed effort and allow progress monitoring by the Commission.  Day-to-day management of the project by the consortium may require a more detailed plan.


Workpackage list










Work-package
No

Workpackage title
Lead 
contractor
No

Person-months

Start
month

End
month

Phase

Deliv-erable
No





























































































TOTAL








Deliverables list

Deliverable
No

Deliverable title
Delivery 
date


Nature



Dissemination
level
































































Workpackage description

Workpackage number :

Start date or starting event:


Participant number:








Person-months per participant:








Objectives 



Description of work 



Deliverables 



Milestones
 and expected result 


Part C – RTD Proposals: Description of contribution to EC policies, economic development, management and participants.

NB! PART C IS NOT ANONYMOUS

Part C describes the contribution of the proposed work to EC policies and social objectives, and to economic development, the project management plan, the consortium structure, the participating organisations in the consortium, the key personnel and individual and collective plans for dissemination and - if relevant - the exploitation of the results.

C1.
Title page 


Proposal full title


Proposal acronym


(Date of preparation)


Proposal number (if applicable)

C2.
Content list (part C only)

C3.
Community added value and contribution to EC policies. 
This section, which should not exceed two pages, should identify which issue at the European level the proposal is addressing.  It should also describe why the proposed project should be carried out at European level instead of at national level, for example if there is a need to create a critical mass in human or financial terms, or whether the project will bring together complementary expertise existing in different organisations.

If appropriate, this section should also describe how the proposed project will contribute to the implementation or evolution of one or more of the EC’s policies or address problems connected with standardisation and regulation.

C4.
Contribution to Community social objectives. 

This section, not exceeding two pages, should describe how the proposed project will contribute to meeting the social objectives of the Community such as: improving the quality of life and health and safety (including working conditions) and/or how it will contribute to improving employment, and/or to preserving or enhancing the environment and natural resources. This might include the contribution of the proposed work to meeting relevant regulatory requirements.  Where applicable, the description should also cover the proposed project’s compliance with ethical requirements.



C5.
Project management 

This section, not exceeding two pages, should describe how the proposed project will be managed, the decision making structures to be applied, the communication flow within the consortium and the quality assurance measures which will be implemented, and show how changes will be controlled and conflicts resolved.  If applicable, this section should also show how legal and ethical obligations; for example concerning encryption or security of personal data will be met.

C6.
Description of the consortium


One page description of the consortium stating who the participants are, what their roles and functions in the consortium are, and how they complement each other. 

C7.
Description of the participants

Short description of the participating organisations including (no more than two pages per organisation):

The expertise and experience of the organisation, 

Short CVs of the key persons to be involved indicating relevant experience, expertise and involvement in other EC projects. (Each CV no more than 10 lines)

C8.
Economic development and scientific and technological prospects

This section, which should not exceed five pages, should highlight the usefulness and range of applications, and describe the plans for the dissemination and -if relevant – exploitation of the results for the consortium as a whole and for the individual participants in concrete terms.  It should describe the tools and/or means to be used to disseminate the results (user groups and how they will be involved, plans for dissemination through open source software when applicable). The consortia should clearly identify the conditions required to maximise the exploitation of successful results.  The shorter the time to market, the more precise the exploitation plan should be. It should detail the exploitation strategies in particular for the commercial/industrial organisations involved in the proposal.  Strategic impact of the proposed project in terms of improvement of competitiveness or creation of markets and of market opportunities for the participants and for users of the results should be described.  This could, where appropriate, include assessment of market size, competition, the benefits from using the products or services based on the results, pricing and potential sales.




Appendix 1B - Proposal Submission Forms for INCO bursaries for young researchers from developing countries

The proposal forms for INCO bursaries for young researchers from developing countries - Part A (administrative forms) including instructions for how to describe the application (part B) - may be downloaded from the programme web site, or may be obtained via your National Contact Point or the programme helpdesk. The application does not contain a Part C.

INCO bursaries: Consortia preparing a research, demonstration or a combined research and demonstration proposal or a concerted action proposal for any of the specific programmes may include an application for bursaries for young researchers from developing countries. If successful, the bursary will be funded from the budget of the specific programme “Confirming the International Role of Community Research”. The following procedures apply to all such bursaries under all specific programmes of the EC fifth framework programme.

More details on INCO bursaries may be found in Box 1 of PART 1 of this guide for proposers. The evaluation and selection process is described in the Guidelines for evaluators for the IST programme.

Bursary procedure

Following a positive evaluation of both the bursary application and the main project proposal, the co-ordinator of the proposal will be notified. Once the negotiation of the main project contract has been successfully completed, a complementary contract for the bursary will be prepared for signature by the host institute. (No negotiations are foreseen for this complementary contract, since the costs are fixed). The bursary contract may start at any time within 12 months of the signature of the main project contract.

Once the bursary contract is signed, 80% of the funding will be transferred to the host institute one month before the arrival of the bursary recipient. The host institute will then forward a pre-paid return travel ticket to the bursary recipient and transmit the remainder of the funding to the bursary recipient as soon as he/she arrives in the host institute. The final 20% will be transferred upon acceptance of the final report of the bursary recipient.

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

THE IST PROGRAMME STRONGLY ENCOURAGES ALL PROPOSERS TO PRE-REGISTER

Request for Proposal Number for the 7th call of 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


Reply Fax 


Reply 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 and Type of actions in Part A of the relevant proposal submission form (Annex 1)

_IST-2001-_________________________________________________________________________

( Type of Action: Please tick the appropriate box

 FORMCHECKBOX 

RTD, Demonstration and combined RTD/Demonstration (RTD) 
Note : use Guide for Proposals 2A

 FORMCHECKBOX 

Accompanying Measure (AM)
Note : use Guide for Proposals 2C (fixed deadline) or 2E (Continuous Submission)

 FORMCHECKBOX 

Concerted Action (CA)
Note : use Guide for Proposals 2C (fixed deadline) or 2E (Continuous Submission)

 FORMCHECKBOX 

Thematic Network (TN)
Note : use Guide for Proposals 2C (fixed deadline) or 2E (Continuous Submission)

 FORMCHECKBOX 

Take-up (TU)
Note : use Guide for Proposals 2B

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: Integration and Implementation - Networks and Future Technologies

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):
IST Programme



Thematic priorities:




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

Tel.: (+39)06-5911.817

Fax: (+39)06-5911.908

E-mail: savini@apre.it

http://www.apre.it 

Luxembourg
Mr Claude Liesch

Luxinnovation GIE.

Nat. Agency for Innovation & Research

rue Alcide de Gasperi 7

L-1615 Luxembourg-Kirchberg 

Tel (+352)436.2631

Fax: (+352)438.120

E-mail: claude.liesch@luxinnovation.lu

http://www.luxinnovation.lu
The Netherlands
Ir. Bert Van Werkhoven

EG Liaison/Senter

PO Box 30732

NL-2500 GS 's Gravenhage

Tel.: (+31-70)361.0250

Fax: (+31-70)356.2811

E-mail: Bert.van.Werkhoven@egl.nl 
http://www.egl.nl

Portugal
Dra. Carla Santos

ICCTI (Instituto de Cooperação Científica e Tecnológica Internacional)

Ministério da Ciência e da Tecnologia

Rua Castilho, 5 - 4º

P-1250-066  Lisboa

Tel. (+351-21)358.5312

Fax: (+351-21)315.4065

E-mail: carla.santos@iccti.mct.pt
http://www.iccti.mct.pt

Spain
Mr Narciso García Santos

OCYT(Oficina de Cienica y Tecnología)

Jose Abascal 4

E-28003 Madrid

Tel.: (+34-91)336.7353 

Fax: (+34-91)336.7350

E-mail : narciso@gti.ssr.upm.es

Mr José Luis Fidalgo Fernández

Centro para el Desarrollo Tecnologico Industrial (CDTI)

Dept. de Programas de la UE

Calle del Cid, 4

E-28001 Madrid

Tel.: (+34-91)581.5562

Fax: (+34-91)581.5586

E-mail: jlff@cdti.es
http://www.cdti.es

Mr Anatolio Alonso Pardo

Secretaría General de Comunicaciones

Palacio de Comunicaciones - 

Desp. 425-L

Pza. de Cibeles, s/n

E-28071 Madrid

Tel.: (+34-91)346.1527

Fax: +34 91 521 27 23

E-mail: anatolio.alonso@setsi.mcyt.es
http://www.sgc.mfom.es

Mr Luis PRIETO CUERDO

Ministerio de Industria y Energía

Dirección General de Industrias y TI 

Pº de la Castellana, 160

E-28071 Madrid

Tel : (+34-91)349.4114

Fax: (+34-91)349.4025

E-mail : lpcl@min.es

Sweden
Mr Teodor Aastrup

The Swedish EU-R&D Council (EU/FoU-rådet)

Regeringsgatan 56

PO Box 7091

S-10387 Stockholm

Tel.: (+46-8)454.6452

Fax: (+46-8)454.6451

e-mail: teodor@eufou.se

http://www.eufou.se 

United Kingdom
Mr Peter Walters

UKISHELP

PO Box 80

Hayes UB3 1XR

Middlesex, UNITED KINGDOM

Tel.: (+44-870)606.1515

Fax: (+44-20)8848.6660

E-mail: ncp@ukishelp.co.uk
http://www.ukishelp.co.uk

ASSOCIATED STATES
Bulgaria
Prof. Kiril Boyanov

Bulgaria Academy of Sciences

25A, Acad. G. Bonchev str.

BG-1113 Sofia,  BULGARIA

Tel (+359-2)703.260

Fax: (+359-2)707.273/703.260

E-mail: boyanov@bgcict.acad.bg
Dr Roumen Nikolov

Department of IT. FMI

St. Kliment Ohridski University

5, James Bouchier Street

BG-1164 Sofia, BULGARIA

Tel.: (+359-2)656.157

Fax:. (+359-2)656.157

E-mail: roumen@fmi.uni-sofia.bg
http://www-it.fmi.uni-sofia.bg

Cyprus
Prof. Antonis Kakas

University of Cyprus 

Kallipoleos 75

CY-1678 Nicosia, CYPRUS 

Tel (+357-2)892.230

Fax: (+357-2)339.062

E-mail: antonis@ucy.ac.cy
http://www.cs.ucy.ac.cy/~istncp/

Ms Marilena Paraskeva

Research Promotion Foundation

P.O. Box 23422
CY-1683 Nicosia, CYPRUS
Tel (+357-2)660.292

Fax (+357-2)666.117

E-mail: marilena@research.org.cy

Web: http://www.research.org.cy
The Czech Republic
Ms Eva Hillerova

TECHNOLOGY CENTRE AS CR

Rozvojova 135

CZ-165 02 Praha 6, CZECH REPUBLIC 

Tel (+420-2)203 90 717

Fax: (+420-2)209 22 698

E-mail: hiller@tc.cas.cz

http://www.femirc.cas.cz

Estonia 

Mr Marek Tiits

Archimedes Foundation

Kompanii 2

51007 Tartu, ESTONIA

Tel.: (+372-7)300.329

Fax: (+372-7)300.336

E-mail: ist@irc.ee

http://www.esis.ee

Hungary 

Mr Vilmos Bognar

Ministry or Education, R & D Division 

Szervita Tér 8 

H-1052 Budapest, HUNGARY

Tel (+36-1)318.4101

Fax: (+36-1)318.4130

e-mail: vilmos.bognar@om.gov.hu
Iceland
Mr Eiríkur Bergmann Einarsson

Research Liaison Office

University of Iceland

Dunhagi 5

IS-107  Reykjavik, ICELAND

Tel. (+354)525.4900

Fax: (+354)552.8801

E-mail: ee@rthj.hi.is
http:// www.ist.hi.is

Israel
Mr Myer W. Morron

ISERD 

29, Hamered Street

ISR-61500 Tel Aviv, ISRAEL

Tel.: +972-3.511.8121

Tel.: +972-54.436.110 (mobile)

E-mail: mwm@iserd.org.il
http://www.iserd.org.il/ist

Latvia 

Dr Karlis Cerans

Institute of Mathematics and Computer Science

University of Latvia

Raina Bulv. 29

Riga 1459, LATVIA

Tel. (+371)721.3716

Fax: (+371)782.0153

E-mail: karlis@cclu.lv
http://www.zinatne-5.lv/

Liechtenstein
Ms Hermine Haug

Office of National Economy

Gerberweg 5

FL-9490 Vaduz, LIECHTENSTEIN 

Tel (+423)236.6871

Fax: (+423)236.6889

E-mail: hermine.haug@avw.llv.li

Lithuania 

Mr Martynas Bieliunas

Integrated Information Centre

Faculty of Communication, Vilnius University

Universiteto g.3

2734 Vilnius, LITHUANIA

Tel.:  (+370-2)366.115

Fax:  (+370-2)366.104

E-mail: martynas.bieliunas@kf.vu.lt

Mr Edmundas ZVIRBLIS
Min. of Public Administration Reforms and Local Authorities
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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
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Appendix 5 – Special requirements for proposals for Action line  IST-2001-VIII.1.6. Extension of existing IST contracts with NAS partners
Proposals for NAS partnership extensions to action line IST-2001-8.1.6 can only be submitted by projects that already have a contract with the IST programme. Proposals can only be for extension of the running project by incorporating new participants from the NAS countries: Bulgaria, Republic of Cyprus, Czech Republic, Estonia, Hungary, Latvia, Lithuania, Malta, Poland, Romania, Slovakia, Slovenia. One or more NAS partners may be included in the extension. 

The additional participants should clearly add value to the existing projects. The duration of the existing contract should be such that the extension with NAS partners is useful. A minimum duration of at least 1 year from the submission of the proposal for extension until the end date of the existing project is recommended.

Proposals can be submitted for any type of existing projects: Research and Development, Demonstration and Combined projects, Thematic Networks, Accompanying Measures including Take-Up Actions. The type of the proposal is defined by the type of the running project. 

Proposals can be submitted at any time from the opening of the call 15 January, 2001 up to the 28 February, 2002.

Proposals for partnership extension should be submitted by the co-ordinator of the existing project together with the newly incoming participants and all the participants in the existing project. The proposal must address action line IST-2001-8.1.6, and the action line, which the existing project addresses in the key word field.

The proposers should use the appropriate proposal submission forms for the description of the part A of the proposal and the instructions for part B and C for the type of action they apply for. As mentioned above, the type of the proposal is defined by the type of action of the running project.

Part A of the proposal: The proposers should only provide full participant data for the new participants. The co-ordinator needs to fill in the co-ordinators’ section of the proposal submission forms, Part A (i. e. a new A0, A1, A2, A4). Existing participants only need to fill in the participant role, number, organisation legal name, organisation short name and to date and sign the A3 form and make it available to the coordinator (note that the coordinator may sign the proposal on behalf of his partners and does not need to send the signed A3’s, as usual). New participants need to fill in the full participant information (the A3 form). The budget overview should only concern the budget for the extension. It should provide budget figures for all participants in the extension (but not for the existing project). Although the majority of the funding for the extension should be allocated to the incoming NAS partner(s), a small additional financial provision for the participants of the running project may be foreseen for the extension, if properly justified. 

Part B and C of the proposal description: The proposal must follow the instructions for a complete description of part B and part C for the type of proposal concerned (See Appendix 1 above). The description of the proposal for extension must reflect in particular the changes and additions proposed and their added value as compared to the running project. 

· Part B of the proposal: The description of part B does not need to be anonymous for any type of proposal. All sections of Part B need to be addressed. For those sections where there is no change as compared to the running project, this should be clearly noted and no additional description has to be provided. The proposal for extension would normally have an impact at least on the sections on objectives and workplan. In the section “Objectives”, the consortium must clearly describe how  the extension adds value to or extends the objectives. In the section “Workplan”, the consortium must provide the description of the new activities included in the extension. These can either be new workpackages or adding tasks to already existing workpackages. The list of milestones and deliverables for the extension need also be included. 

· Part C of the proposal: All sections of Part C need to be addressed in the proposal for extension. For those sections where there is no change as compared to the running project, this should be clearly noted and no additional description has to be provided. The proposal for extension would normally have an impact at least on the sections “Project management” (i.e., the new management structure), “Description of the consortium” (e.g., complementarity of partners), “Description of the participants” (for the new NAS partners), and economic development and scientific and technological prospects (e.g., exploitation and dissemination). 

For all proposals the Annex I – Description of work - for the existing project must be included together with the budget table for the existing project. 

Evaluation: Proposals for partnership extension will be treated as new proposals in the evaluation. Proposals for extension will be evaluated in the context of the action line to which the existing project is contracted.

Successful proposals will be contracted as amendments to the existing project contract. 

Appendix 6 – Audit certificates

Appendix 6 – Audit certificates

In order to speed up payments and to improve controls on payments made, DG INFSO will introduce the use of audit certificates in all research, demonstration and combined research and demonstration (RTD) contracts of the IST programme, as a pilot action from the 6th IST call.

Contractors will be required to provide an audit certificate with their cost statements. The audit certificate has to be issued by an independent professional auditor qualified to carry out statutory audits of accounting documents. 

Audit certificates will be required when the contractor has: 

a) Costs of more than € 250,000 for the first 12 month period of the project or cost of more than € 125,000 if the first reporting period is 6 months (Audit certificate to be provided together with the 1st interim cost statement);

b) total project costs exceeding € 250,000 for the total period of the project (Audit certificate to be provided together with the final cost statement, also for those organisations that have provided audit certificates with their 1st interim cost statement). 

The cost of providing the certificate will be considered as an eligible cost within the meaning of Article 22 of Annex II to the contract.  This cost will be reimbursed by the Commission in accordance with the relevant funding model (i.e.: up to 50% for the contractors using the full cost model and 100% for the contractors using the additional cost model) and funding rate of each contractor. The Community financial contribution in respect of these costs shall not exceed € 4,000 per audit certificate.

This cost should be included under the heading “Other specific costs”. 

The guarantee retention rate for all contracts in this pilot phase will be increased from 15% to 20% of the maximum funding.

Interim payments for contracts under this pilot phase will be subject to accelerated processing by Commission Services. The aim is to shorten the processing time by half.

Responsibilities of contractors and auditors.
An independent professional auditor must certify the relevant cost statements. Although each organisation will select and pay the auditors who certify the cost statements to be presented to the Commission, the auditors must be independent from the organisation concerned and must be qualified to carry out statutory audits of accounting documents, in accordance with national legislation and, where applicable, the Eighth Council Directive 84/253/EEC of 10 April 1984.

Each contractor will remain responsible to the Commission for the costs claimed. Although contractors remain responsible towards the Commission for the costs they have claimed, the auditor has a professional liability for the correctness of  his certificate.  The audit certificate will be an additional insurance for the Commission that costs claimed are calculated in accordance with the provisions of FP5 legal texts.  The Commission will retain its right to  conduct financial audits. 

Contractual provisions to be included in the RTD contracts for the pilot action

The following special conditions shall be added to the contract: 

Article 6 - Special conditions

6. (....) The following is added to Article  4 of Annex II to the contract : 

“The first periodic cost statement shall be accompanied by an audit certificate in all cases where the eligible costs declared by the contractor exceed EUR 250,000 in the case of a cost statement covering a first period of 12 months, or EUR 125,000 in the case of a cost statement covering a first period of 6 months. 

The cost statement for the final period shall be accompanied by an audit certificate covering all the periodic cost statements and the cost statement for the final period, in all cases where the  total eligible costs declared  by the contractor  exceed EUR 250,000. 

These audit certificates must be issued and certified by independent and qualified auditors approved by the competent authorities of the country of legal residence of the contractor to carry out statutory financial audits in accordance with the relevant national legislation and, where applicable, in compliance with the Eighth Council Directive 84/253/EEC of 10 April 1984.  

In case a contractor is not in a position to provide an audit certificate by such an independent and qualified auditor as a result of restrictions in its statutes or under national legislation, no audit certificate will be required.

Where the audit certificate covering the first periodic cost statement is qualified, the Commission reserves the right to withhold part, or exceptionally, all of the payment of the Community's financial contribution until the period covered by the next cost statement in case of failure of the contractor to submit, within the time limits laid down in paragraph 3 of this Article, an unqualified audit certificate or an audit certificate incorporating qualifications acceptable to the Commission.

Where the audit certificate covering all periodic cost statements and the cost statement for the final period is qualified, the Commission may decide not to make the payment corresponding to the costs incurred during the final period or may require reimbursement of part, or exceptionally, all of the Community's financial contribution in case of failure of the contractor to submit, within the time limits laid down in paragraph 3 of this Article, an unqualified audit certificate or an audit certificate incorporating qualifications acceptable to the Commission, subject to two month's written notice of non-receipt of that document.

These audit certificates shall be drawn up in accordance with the provisions laid down in Annex [.....] – “Special conditions for audit certificates” to this contract.”

6.(.....) The first subparagraph of Article 3(4) of Annex II to the contract shall be replaced by the following:

"Where the total financial contribution due from the Community, taking into account any adjustments, including as a result of a financial audit as referred to in Article 26 of this Annex or as a result of the absence of an audit certificate or as a result of an audit certificate incorporating qualifications non acceptable to the Commission as referred to in Articles 4 and 22 of this Annex, is less than the total amount of the payments referred to in paragraph 1, first subparagraph, of this Article, the contractors concerned shall reimburse the difference, in euro, within the time limit set by the Commission in its request sent by registered letter with acknowledgement of receipt."

6.(.....) The following is added to Article 22 of Annex II to the contract :

"In all cases where a certification in an audit certificate is required under Article  4 of this Annex, costs for which there is no such certification shall not be considered as eligible costs.”

6.(....) The following text is added to the end of the second sentence of the first sub-paragraph of Article 23(8) of Annex II to the contract : “......., or in providing the audit certificates required under the provisions of Article  4 of this Annex. The Community's financial contribution in respect of the costs incurred for the audit certificate shall not exceed EUR 4,000 per audit certificate.”

6.(....)
The final sentence of the first subparagraph of Article 3(3) of this contract shall be replaced by the following : “The guarantee retention shall be 20% of the maximum amount of that contribution.”

6.(....)
The following is added to the first paragraph of Article 8 of the contract :


"Annex [.....] - Special conditions for audit certificates”

6.(....)
The third paragraph of Article 8 of the contract shall be replaced by the following:

"The special conditions set out in Article 6 of and Annex III – “Special conditions for the IST Programme” and Annex [.....] – “Special conditions for audit certificates” to this contract shall take precedence over any other provisions.”

The following annex shall be added to the contract: 

ANNEX […..] - Special conditions for audit certificates

1. 
In concluding an appropriate agreement with the auditor issuing the audit certificates  required under in Article  4 of Annex II to this contract, each contractor shall ensure that its auditor: 

-
shall submit audit certificates in accordance with the model format, and incorporating the details, specified in Part A of this Annex.  The audit certificates shall be based on audit work that provides reasonable assurance that, subject to a confidence level of 95%, the total eligible costs do not differ from more than 2.5% of total costs claimed (materiality level),

-
shall document his audit procedures in accordance with professional standards,

-
shall acknowledge the right for the Commission, or any representative authorised by it, to assess the audit work performed at any time during the contract and up to five years after each payment of the Community contribution, as referred to in Article 3(1), first subparagraph, of Annex II to this contract, 

-
shall, without delay, supply the Commission with any information or appropriate documentation complying with the professional standards and reasonably requested by the Commission in support of the conclusions of the audit certificates.

The assessment procedure shall be carried out by the Commission on a confidential basis and with the appropriate assistance of the contractors. 

In order to assist the auditors in the performance of their work, a copy of the document "Financial Audits concerning EU RTD Contracts under the V Framework Programme - Guidelines for External Auditors - version [version id - date]" shall be provided to them.

2. Instructions concerning qualifications :

· the auditors need to quantify the maximum expenditure  they consider acceptable without qualification.  The auditors need to substantiate their motivation for qualification.  This qualification must highlight the assumptions made by the contractor and not accepted by the auditor; it should also provide calculations demonstrating the impact of each of the assumptions rejected by the auditor on the total amount of costs declared,

· auditors are requested to explore with the contractor the possibility to have cost  statements corrected by the contractor prior to submission to the Commission in order to lift the qualification.  The auditor and the contractor are expected to clear any questions on factual data or detailed calculations.  However, persisting disagreement on matters of principle or interpretation of contractual provisions can  ultimately lead to a qualification by the auditor.  In those cases, a report on the contradictory discussion between the auditor and the contractor should be prepared, signed by both parties and attached to the audit certificate.  This report should list the arguments and counter arguments presented by both parties,
· auditors needing additional guidance on interpretation of contractual provisions and other legal requirements  shall address the IST helpdesk.  Auditors may also consider to consult the FAQ (Frequently Asked Questions) web site at the following address http://www.cordis.lu/ist/manage.htm.
3. 
Each of the contractors for which an audit certificate is required under Article  4 of Annex II to this contract has the responsibility to ensure that the agreement concluded with its auditor contains adequate provisions to protect the above rights of the Commission and the Commission shall only be deemed to have agreed to deviate from such rights if, and only to the extent, it has agreed explicitly in writing.

Model Audit certificate.

I/We….[name(s)of auditor(s)]…..of …..[name of audit firm]…(copy of document of approval by the competent authorities attached herewith) hereby certify that:

I/We have conducted a financial audit of the cost statement(s) presented to the Commission, and summarised in Annex I to this audit certificate, under contract [contract reference] by….[name of company/organisation audited]….in respect of the project…. [reference number and acronym of project]….for the following period(s)….[insert period(s) of cost statement(s) audited].   

The audit was carried out in accordance with generally accepted auditing standards respecting ethical rules and on the basis of the relevant provisions of the above-referenced contract and its Annexes.  The above-mentioned cost statement(s) was(were) examined and such tests of the supporting documentation and accounting records deemed necessary were carried out in order to obtain reasonable assurance1 that [, subject to the qualifications mentioned below]:

-
only eligible costs are claimed  in accordance with the financial provisions of the contract,

-
the costs claimed are related to the project,

-
the costs claimed are actual costs recorded in the official accounts of …[name of contractor],

-
the costs claimed have been incurred during the duration of the project or as otherwise specified in the contract,

-
the actual hours worked by the persons directly undertaking the scientific and technical work for the project and charged to the contract are supported by time records maintained in accordance with the relevant article of Annex II to the contract,

-
any necessary adjustments to costs previously reported have been made.

[Qualifications :]

Signature & date

Audit Company’s Stamp
Annex I to the audit certificate

Summarised data of  eligible costs declared to the Commission by the contractor …………………… for the period(s)………… to ……………..

Cost categories
Costs  declared (Euro / currency …)


Unqualified
Qualified
Total

Direct costs




1. Personnel




2. Durable equipment




3. Subcontracting




4. Travel and subsistence




5. Consumables




6. Computing




7. Protection of knowledge




8. Other specific costs




Indirect Costs




9. Overheads




Total




The total cost incurred by the contractor for the audit certificate[s] relating to the [first][and][final] cost claim is Euro……….[amount to be specified
].  
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Proposals for Action Line IST-2001 - I.5.3 Ambient intelligence application systems for mobile users and travel/tourism businesses 

R&D proposals for Action Line 1.5.3 should propose innovative ICT technologies which clearly address the needs of the tourism industry and business or the requirements of the tourists (or passengers).

In any proposal addressing one of the three foci of the Action Line, the partnership in the consortium should reflect a balanced contribution from both IST providers and Tourism industry stakeholders with clear and convincing business objectives for all partners. It should also take into account work already funded by the IST programme.

The innovative systems and/or devices proposed should be open, based on standards and provide various level of interoperability with their technical, services, business environments.

A background document giving a detailed presentation of Action Lines 1.5.3 and 1.5.4 together with a description of ongoing activities in the tourism sector is available on the CORDIS website (www.cordis.lu/ist/ka1/trans-tourism/home.html) and proposers  are advised to visit this site and consult also the fact sheets of ongoing projects when preparing their proposal.

Appendix 8 – Pre-proposal check for FET Pro-active initiative 

Submitting a pre-proposal for action line IST-2001-6.2.3 (FET proactive initiative on  Life-like perception systems)

Objectives

The assessment of pre-proposals is a service provided by the Commission to the consortia intending to submit a proposal to the Life-like perception systems initiative (LPS) (action line IST2001-VI.2.3 of the IST work programme 2001). Advice and guidance will be given concerning either the conditions for participation or the suitability of the proposed work with respect to the scope and content of LPS, or regarding any other aspects which may assist in improving the quality of the proposal. The main objectives of the pre-proposal exercise are:

· to ensure conformity with the eligibility criteria

· to ensure conformity with the scope, content and specific characteristics of the LPS initiative

· to encourage the submission of proposals that are well balanced with respect to multidisciplinarity, complementarity, European dimension, etc.

Nature of the pre-proposal exercise

Pre-proposals are submitted on a voluntary basis. It must be stressed that the informal advice provided through the pre-proposals does not in any way engage the Commission with regard to acceptance or rejection of proposals formally submitted at a later stage. In assessing the pre-proposals submitted, the Commission may seek the advice of the scientific and technological community through external experts. Pre-proposal assessment does not constitute a pre-evaluation of a proposal in terms of scientific and technical quality. The pre-proposal service is not aimed at the identification of possible partners.

Submission of pre-proposals

Pre-proposals should not be more than two pages long. The format is free but pre-proposals should include a title and a summary of the project objectives, of the workplan, and of the expected benefits. The consortium should also be described: the already known partners should be stated, and the specifications for missing partners should be given. An estimate of the total cost can also be provided.

Pre-proposals must be submitted by Friday, 6th July 2001 to the address below. The preferred submission route is e-mail. Fax or mail may also be used, although not recommended:

Dr. P. Karp 

European Commission

200 rue de la Loi – BU 33 3/69

B-1049 Brussels

Fax: +32-2-296.83.97

E-mail: istfet@cec.eu.int (indicate “LPS pre-proposal” in the subject line)
A response to pre-proposals submitted will be provided by e-mail or fax by Friday 20th July 2001 at the latest. 






� For courier services that require a telephone number for the recipient, please use +32-2-2984206


� Workpackage number: WP 1 – WP n.


� Number of the contractor leading the work in this workpackage.


� The total number of person-months allocated to each workpackage.


� Relative start date for the work in the specific workpackages, month 0 marking the start of the project, and all other start dates being relative to this start date.


� Relative end date, month 0 marking the start of the project, and all ends dates being relative to this start date.


� Only for combined research and demonstration projects: Please indicate R for research and D for demonstration.


� Deliverable number: Number for the deliverable(s)/result(s) mentioned in the workpackage: D1 - Dn.


� Deliverable numbers in order of delivery dates: D1 – Dn


� Month in which the deliverables will be available. Month 0 marking the start of the project, and all delivery dates being relative to this start date.


� Please indicate the nature of the deliverable using one of the following codes:


	R = Report


	P = Prototype


	D = Demonstrator


	O = Other


� Please indicate the dissemination level using one of the following codes:


	PU = Public


	PP = Restricted to other programme participants (including the Commission Services).


	RE = Restricted to a group specified by the consortium (including the Commission Services).


	CO = Confidential, only for members of the consortium (including the Commission Services).


� Milestones are control points at which decisions are needed; for example concerning which of several technologies will be adopted as the basis for the next phase of the project.


1 	In accordance with the requirements of Annex [V] to the contract (Special conditions on audit certificates) the audit has been designed as to provide reasonable assurance that, subject to a confidence level of 95%, the total eligible costs do not differ from more than 2.5% of total costs claimed (materiality level)


� 	The total cost incurred for audit certification (relating to the first and/or final cost claim) is to be included under the Other specific costs, irrespective of the limitations of the EU contribution to Euro 4000 per audit certificate (Article 6 of the contract). The Commission will apply, where necessary, a reduction to the total amount payable in the context of its cost claim acceptance procedure.
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