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I. INTRODUCTION 
 
This document aims at providing to all Lead Applicants participating in the second call for 
proposals of the CENTRAL EUROPE Programme the most in-depth information possible 
concerning the technical characteristics of the Application Form. In addition, it provides 
useful explanations about the interlinks existing among the different sections of the 
Application Form and, in particular, on the error messages that highlight the existence of 
inconsistencies in the contents proposed by the applicants. 
 
Given that it is a requirement to submit a duly filled in Application Form and presenting no 
error messages on eligibility criteria, all Lead Applicants are strongly recommended to 
carefully read these instructions. 
 
Should you be confronted with any problem when filling in the Application Form, please 
contact the CENTRAL EUROPE Joint Technical Secretariat: 
 

Email: info@central2013.eu 
 
You will receive an email-reply or a phone call at the earliest possible. 
 
 
 
II. GENERAL INSTRUCTIONS  
 
A) Basic technical requirements: 
 

• The Application Form is an Excel document and has therefore been programmed using 
Microsoft Windows; the proper functioning under other systems is not guaranteed. 

• The minimum standard of MS Office should be MS Office 1997 or a later version. 
• The English version of these MS Office-programmes has been used as default.  
• Macros: since the Application Form uses several Macro-functionalities in order to 

make the complex document more user-friendly, Macros have to be activated. 
Depending on the PC-system, and when opening the excel-document, the following 
cases might occur: 

o A window might pop up asking whether you would like to activate the macro 
– confirm by clicking “activate/enable Macros” 

o In other cases, you have to do it actively by selecting the respective Menu  
• Security level: the security level has to be set to “medium” or lower. As in the case 

of the Macros, it might be that your PC-system has set the security level to “high” by 
default. 

o You can change the security level by selecting Menu – Extras/Tools – Macros 
– Security – Security level - Medium 
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B) Warning messages: 
 

• ERROR messages. As stated above, error messages are to be avoided under all 
circumstances due to their negative impact on the eligibility of the proposal. In order 
to assist applicants, an overview of all ERROR messages is given in the section 
COVER SHEET. Prior to the submission of the Application Form, please make sure that 
no ERROR message appears in this overview. 
 

• Red colour of text / amounts. This situation has also to be avoided under all 
circumstances. You will be mainly confronted with any of the following cases: 

o Red colour of text: you have exceeded the maximum number of characters. 
Even if the text exceeding the maximum number of characters will not be 
automatically deleted from the electronic version of the Application Form, 
this text will not be visible in the printed version and therefore will not be 
taken into account during the assessment of the project proposal.   

o Red colour of figures (budget tables): you have exceeded a threshold or there 
is a mismatch between sections. In most cases an ERROR message pops up in 
addition. 

o Red colour of duration: the duration of a single action is exceeding the overall 
project duration. Please review the start and the end date and amend 
accordingly. 

 
Please refer also to the instructions given in the PARTNERSHIP AND BUDGET section 
for further cases related to this technicality. 
 

• Incomplete messages. The section COVER SHEET provides an overview on all 
sections that are not fully filled. Prior to the submission of the Application Form, 
please make sure that no INCOMPLETE message appears in this overview. 
 

 
 
 
 

C) Proper use of Excel: 
 

• Text boxes 1: each single text box in excel is limited to 1000 characters; in order to 
avoid problems of exceeding this threshold and of risking to lose the text, regularly 
check the number of characters which is indicated at the bottom of a text box. In 
order to allow excel to count correctly, you have to leave the text box first (move 
cursor to another place). 

• Text boxes 2: in order to write/amend a text box, enter the box and click twice.  
• Transfer of data: please allow sufficient time for a proper automatic transfer of data 

between different sections. 
• If you want to use a bullet list in any of the input fields in the Application Form, 

please press 'Alt+Enter'.  
• Drop down lists: select one of the pre-defined items. In case a mistake is made, just 

select another item.  
• Tick-boxes: you can tick the corresponding item and an “X” will appear. In case a 

mistake is made, delete the X by pressing the “Delete button”. 
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III. SPECIFIC INSTRUCTIONS AND OVERVIEW ON ERROR-MESSAGES 
 
III. 1. SECTION 1 – COVER SHEET 

 
Table 1 

 

 TOPIC INSTRUCTION ERROR MESSAGE 

CO
VE

R 
SH

EE
T 

Priority 
Area of 
Intervention 

Both fields are interlinked: if you select a 
specific Priority, only the corresponding 
Areas of Intervention are to be selected. 

ERROR 1: Priority and Area of 
Intervention do not match.   

Duration Fill start and end date (month and year): 
start month is understood as being “1st day 
of the month” and end month is understood 
as being the “last day of the month” (e.g. 
28,  29, 30 or 31). 
Please note that: 
• A start date prior „March 2009“ is not 

possible; 
• An end date after “December 2014” is 

not possible; 
• The maximum possible project duration 

is 48 months. 
The project duration is automatically 
transferred to the section “Work Plan” (e.g. 
if the project duration is of 36 months, the 
Work packages in the section “Work Plan” 
are automatically limited to 36 months). 

 
 
 
 
 
ERROR 2: January or February 
2009 have been selected as 
start date. 
 
ERROR 3: Maximum duration of 
48 months has been exceeded. 
 

Check-list for 
submission of the 
AF 

Ensure that all questions can be answered 
either by “yes” or “Not applicable” prior to 
submission. 

--------- 

 
 

Image 1 
 
 
 

 
 

 
 

ERROR 1 

ERROR 2 ERROR 3 
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III. 2. SECTION 1 – BASIC INFORMATION 
 

 
Table 2 

 
 

 TOPIC INSTRUCTION ERROR MESSAGE 

BA
SI

C 
IN

FO
RM

A
TI

O
N

 

Project summary Provide requested information --------- 

Table 1 
Table 2 
Table 3 

Tables 1 to 3 cannot be filled in by the 
applicant – information is automatically 
transferred from the section “Partnership 
and budget”. 
 

--------- 

Tables 1, 2 and 
Eligibility 
summary 

Ensure that the minimum partner 
requirements are fulfilled (changes are to be 
made in the section “Partnership and 
budgets”). 

ERROR 4: You do not meet the  
minimum requirement of 
having at least 3 financing 
partners from at least 3 
different countries being at 
least 2 of the partners located 
in EU Central Europe area. 

 
 
 
 

Image 2 
 

 
 

 

ERROR 4 
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Table 3 
 

 TOPIC INSTRUCTION ERROR MESSAGE 
BA

SI
C 

IN
FO

RM
A

TI
O

N
 

Table 3 – Project 
funding 

This table provides an overview on funding 
sources for all partners. This information is 
automatically transferred from the section 
“Partnership and budget”. 
 
The TOTAL ELIGIBLE BUDGET is the 
reference budget for all other budgets to be 
indicated in the sections “Work plan” and 
“Project budget”. 

No Error message 

Please note that the total 
eligible budget comprises the 
budgets of the EU CENTRAL 

EUROPE  partners and of the EU 
partners outside CENTRAL 

EUROPE area 
(budgets of Third Country 

partners are not taken into 
account) 

ERDF % for 
activities in Third 
countries 

According to the CENTRAL EUROPE 
Programme rules, the ERDF spent for 
activities in 3rd Countries must not exceed 
10% of the total project ERDF.  
In case that the amount for activities in 
Third Countries is higher than 10%, an ERROR 
message pops up. 
 

ERROR 5: The ERDF for 
activities in Third Countries 
exceeds 10% of the total 
project ERDF. 
In addition, related figures in 
Table 3 appear in red. 

ERDF % for 
activities in Third 
countries 

An automatic comparison with relevant 
information on “budget for activities in Third 
countries” as provided in the section 
“Partnership and budget” and in section 
“Work plan” is done;  in case of mismatches 
between the single sections, the amount of 
mismatch is indicated. 
 

ERROR 6: The total ERDF for 
activities in Third Countries 
shows a difference of xxxx €. 
Please check consistency of 
information as provided in the 
Partnership and Budget and in 
the Work plan sections! 

 ERDF % for EU 
partners outside 
CENTRAL EUROPE 
area 

According to the CENTRAL EUROPE 
Programme rules, the ERDF spent for EU 
partners outside CENTRAL EUROPE area must 
not exceed 20% of the total project ERDF. 
In case that the amount for all EU partners 
outside CENTRAL EUROPE area is higher than 
20%, an ERROR message pops up. 

ERROR 7: The ERDF for EU 
partners outside CENTRAL 
EUROPE area exceeds 20% of 
the total project ERDF. 

 
 
 

Image 3 
 
 

 

ERROR 5 

ERROR 6 

ERROR 7 
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Lead Applicant Declaration: 
 

Even if the Declaration to be signed by the Lead Applicant will not be a source of ERROR 
messages, please pay attention to the following considerations: 

 
 

Table 4 
 

 TOPIC INSTRUCTION ERROR MESSAGE 

BA
SI

C 
IN

FO
RM

A
TI

O
N

 

Lead Applicant 
Declaration 

Information is automatically transferred 
from the relevant sections “Basic 
information, Table 1”(total project ERDF”) 
and “Partners and budget, Lead Applicant” 
(its own co-financing). 

--------- 

Lead Applicant 
Declaration 

The Lead Applicant must clearly indicate the 
date of submission of the proposal. 

---------- 

Lead Applicant 
Declaration 

This page has to bear the stamp, date and 
signature of the authorised signatory of the 
Lead Applicant. 
 

No ERROR message, but do 
notice that without signature 
on the original hardcopy 
version, the whole Application 
Form becomes INELIGIBLE. 

 
 
 

Image 4 
 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Lead Applicant is a Public Authority: 
 
Some information is not relevant for 
this type of body and specific parts 
of the text remain hidden. 

Lead Applicant is NOT a Public Authority: 
 
Additional information is considered as 
relevant and has to be confirmed by other 
types of bodies. 
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III. 3. SECTION 2 – PROJECT OUTLINE 
 

 
Table 5 

 
 TOPIC INSTRUCTION ERROR MESSAGE 

PR
O

JE
CT

 O
U

TL
IN

E 

2.1 Relevance Box “Links to other Areas of Intervention 
(AoI)”: zero up to 3 Areas of Intervention 
should be selected. However, it is not 
possible to choose the AoI which has already 
been selected under the  section “Cover 
Sheet”. 

ERROR 8: More than three 
Areas of Intervention have 
been selected. 

 Box “Environmental dimension of 
sustainability” (Gothenburg): 
• one dimension is to be selected. In case 

more than one dimension is selected, 
ticks appear in red. Manually delete the 
wrong one. 

• if “negative OR addressed”: a new text 
box pops up (to be filled); 

• if “addressed”: a new box on 
“environmental indicators” pops up - tick 
at least 1 indicator. 

 
 
In case more than one 
dimension is selected, ticks 
appear in red. Manually delete 
the wrong one. 
 
 
ERROR 9: No indicators have 
been selected. 

 Box “Economic dimension of sustainability” 
(Lisbon): 
• 1 dimension is to be selected (“neutral” 

OR “addressed”); 
• if “addressed”: a new text box pops up 

(to be filled); 
• if “addressed”: a new box on “economic 

indicators” pops up - tick at least 1 
indicator. 

 
In case more than one 
dimension is selected, ticks 
appear in red. Manually delete  
the wrong one. 
 
ERROR 10: No indicators have 
been selected. 

 Box “Social dimension of sustainability”: 
• 1 dimension is to be selected (“neutral” 

OR “addressed”); 
• If “addressed”: a new text box pops up 

(to be filled). 
 

In case more than one 
dimension is selected, ticks 
appear in red. Manually delete 
the wrong one. 
 

 Box “Equal opportunity and non 
discrimination”: 
• 1 dimension  is to be selected (“neutral” 

OR “addressed”). 
 

In case more than one 
dimension is selected, ticks 
appear in red. Manually delete 
the wrong one. 
 

 
 

Image 5 
 

 
ERROR 8 
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Image 6 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ERRORS 9 and 10 
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Table 6 
 

 TOPIC INSTRUCTION ERROR MESSAGE 
PR

O
JE

CT
 O

U
TL

IN
E 

2.2 Methodology Box “Links to relevant initiatives”:  
• tick as many links as relevant for your 

project (no minimum or maximum 
number). 

--------- 

 Box “Types of Action”:  
• tick minimum 1 

Since the CENTRAL EUROPE Programme 
strives for concrete outputs and results, 
these pre-defined Types of Action support 
the actual implementation – every project 
should be focused on 1 or more well-defined 
Type(s) of Action.  

 
ERROR 11: No Type of Action 
has been ticked. 

 
 
 

Image 7 
 

 
 
 
 
Please note also the following instruction: 
 

Image 8 
 

 

As soon as at least one 
Area of Intervention 
has been selected, the 
next column “No/Vol” 
is activated and has to 
be filled in.  

ERROR 11 



Instructions for Applicants – How to complete the Application Form 2nd call 

 

 11

Table 7 
 

 TOPIC INSTRUCTION ERROR MESSAGE 
PR

O
JE

CT
 O

U
TL

IN
E 

2.3 Sustainability 
and Knowledge 
Management 

Box “Outreach to selected target group”:  
• tick as many target groups as relevant 

for your project (no minimum or 
maximum number); 

• Provide a quantification, otherwise the 
line will turn into red. 

--------- 

 Communication manager:  
• in case that question “will be 

subcontracted” is ticked by “no”, 
detailed data (name, etc) have to be 
filled. 

--------- 

2.4 Partnership Box “Degree of transnational cooperation”: 
• At least 2 criteria have to be selected. 

ERROR 12: less than two 
criteria have been ticked. 

  Project coordinator / Financial manager:  
• in case that question “will be 

subcontracted” is ticked by “no”, 
detailed data (name, etc) have to be 
filled. 

--------- 

 
 
 

Images 9a and 9b 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 

As soon as at least 2 
criteria are ticked, 
the ERROR message 
disappears  

ERROR 12 
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INVESTMENTS: 
 
General note: 
In case that under the section “Project Budget” the table 9 Specification of budget line 
INVESTMENT is filled by at least 1 investment, the Application Form AUTOMATICALLY creates 
an additional section/work sheet. This section “Investment” is located between the sections 
“Project outline” and “Work plan”.  
 
 

Table 8 
 

IN
VE

ST
M

EN
T 

2.5 INVESTMENT For every investment as indicated in the 
section “Project budget”, the section 
“Investment” foresees questions to be 
answered separately for every investment. 
Some data (Responsible partner, Investment 
budget, duration) are automatically 
transferred from the section “Project 
budget”. 

--------- 

 Box “Characterics of the investment”: 
• At least 2 criteria have to be selected. 

ERROR 13a: less than two 
criteria have been ticked. 

 Timeframe of a single Investment cannot go 
beyond the overall project duration. 

ERROR 13b: An end date for 
the investment going beyond 
the end date of the project has 
been selected.  

 
 
 

Images 10a and 10b 
 

 
 
 
 
 

ERROR 13a 

ERROR 13b 
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III. 4. SECTION 3 – WORK PLAN 
 

 
Table 9 

 

 TOPIC INSTRUCTIONS ERROR MESSAGE 

W
O

RK
 P

LA
N

 

GENERAL 
COMMENTS 

The work plan is structured as follows: 
• Work package-level (WP); 
• Action-level; 
• Output-level; 
• Some of these outputs are qualified as 

“core outputs” and have higher visibility 
and higher implementation-orientation. 

 

 • WPs 0 to 3 are provided by default. 
Other WPs can be added by using the 
“Add Work package” button. 

• As a minimum requirement, WP 1, WP 2 
and WP 3 have to be filled. 

• WP0 only pops-up, in case that the first 
field “responsible partner” is filled. 

• The TOTAL ELIGIBLE COSTS of each WP 
are automatically transferred to the 
section “Project budget – Tables 4, 5 and 
6”. 
 

Red colour in WP 3 remains as 
long as it is not filled. 
 
IMPORTANT NOTICE:  Total 
costs per WP are TOTAL 
ELIGIBLE COSTS (i.e., referring 
only to EU CENTRAL EUROPE 
partners’ budgets and to EU 
partners outside CENTRAL 
EUROPE). Budgets of all other 
partners (Third Country 
partners) must not be 
included. 

WP 0 Preparation Starting date of preparation activities cannot 
be later than 01/03/2009. 
 
Total costs: Preparation costs are limited to 
€ 20.000,-. 

ERROR 14a: The starting date 
of preparation activities is 
later than 01/03/2009. 
ERROR 14b: The total costs 
exceed € 20.000,-. 

WP 1 – WP 6 
ACTIONS  

• WP1: all 4 actions are pre-defined. 
• WP2: 2 actions are pre-defined. In 

addition, up to 2 more can be self-
defined by the project. 

• WP3-6: a minimum of 2 and a maximum 
of 6 actions per WP can be self-defined. 

• Actions: fill “title / start month and end 
month / total costs” for each action.  

ERROR: at least 2 actions per 
WP have not been filled in 
(relevant as from WP3). 
 

 • Outputs: fill at least 1 output per Action. ERROR 15: no output per 
action has been filled in 
(relevant as from WP1). 

WP 1 – WP 6 
ACTIONS and 
OUTPUTS 

• Outputs: fill “title / month of availability 
/ Qualitative description / Quantitative 
description”. 

• Number of outputs: up to 20 outputs can 
be filled in for each action. 

NOTICE: if next line “output” is 
not opened automatically, 
please ensure that Macro 
functionality is enabled – see 
chapter “General instructions”, 
p. 2 
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Image 11 
 
Work package 0:  
 

 
 
 

Images 12a and 12b 
 
Work packages 1 to 6: 
 
 

 
 
 
Please note that in case that “month of availability” is outside the related action duration, 
the indicated month remains red. 

 

 
 

ERROR 14 

ERROR 15 
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Table 10 

 

 TOPIC INSTRUCTIONS ERROR MESSAGE 
W

O
RK

 P
LA

N
 

WP 2 – WP 6 
CORE OUTPUTS 
and 
RESULTS 

• If an output is qualified as “core 
output”, then a separate core output and 
results-table opens below the output 
table. 

• WP0 and WP1: no core outputs are 
foreseen 

 

IMPORTANT NOTICE:  at least 
1 core output per self-defined 
work package (WP3 to WP6) 
has to be defined.  
On action-level, 0 up to 4 core 
outputs can be defined. 

 
 

Images 13a and 13b 
 
 

 
 
 

 
 

Output is qualified 
as YES (being a core 
output), therefore 
the core output-
table has to be 
filled (after the end 
of the output-table) 

Core output and 
results- table  
opens and has to be 
filled  
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Table 11 
 

 TOPIC INSTRUCTIONS ERROR MESSAGE 
W

O
RK

 P
LA

N
 

WP 1 – WP 6 
ACTIVITIES 
OUTSIDE 
CENTRAL EUROPE 
AREA 

All activities outside EU Central Europe must 
be described.  
In the case of activities implemented in 
Third Countries, also the amount of ERDF 
related to these activities has to be 
provided.  
These ERDF amounts of all WP will be 
automatically compared with: 
• section BASIC INFORMATION (below table 

3) 
• section Partners and budget 
• in case that no activities / no budget are 

foreseen to be implemented, type “N/A” 
respectively “0,00” in the respective 
fields 

In case of mismatches, an 
ERROR message pops up in the 
BASIC INFORMATION section 
(see ERROR 5). 

 
 
 

Image 14 
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III. 5. SECTION 4 – PARTNERSHIP AND BUDGET 
 

 
Table 12 

 

 TOPIC INSTRUCTIONS ERROR MESSAGE 

PA
RT

N
ER

SH
IP

 A
N

D
 B

U
D

G
ET

 

GENERAL 
PRINCIPLES 

Fill all details for every partner. 
Minimum sections to be filled for each 
partner (in order to guarantee a correct 
transfer of data to other sections): 
• English translation of the institution’s 

name 
• Country  
• Regions Nuts 1, 2 and 3 
• Legal status 
• Financial contribution 

--------- 

Lead Applicant, 
legal status 

“Public Authorities”, “Public equivalent 
bodies” and “International Organisation 
under national law” can be Lead Applicants 
in all Priorities. 
In the 2nd call, “Private institutions” can be 
Lead Applicants in Priority 1 only. 

ERROR 16: private Lead 
Applicant for other than 
Priority 1 has been selected  
Please note that in case of a 
private Lead applicant in 
Priority 1, either “commercial” 
or “non commercial” has to be 
selected. 

Lead Applicant, 
Assimilated 
status, legal 
status 

In case that the Lead Applicant is located in 
a DE and IT region outside the Central 
Europe area, but is assimilated to the 
Central Europe area, only “Public Authority” 
and “Public equivalent body” status can be 
selected. 

--------- 

Financial 
contributions 
(Total budgets) 

Depending on the Country and Region 
selected, and depending on the legal status, 
the corresponding “Financial contribution” 
section pops up. 
CE EU Partners: in case that no ERDF is 
foreseen to be spent for activities in Third 
Countries, type “0,00” in the respective 
field. 

In case of changes in country 
respectively legal status for the 
same LP/Partner, the original 
Total budget remains, but 
turns red. Please make sure 
that all figures in red have 
been removed manually before 
submitting the Application 
Form. 

Add new partner Lead Applicant and Partner 2 and Partner 3 
are indicated by default. 
A new partner field is automatically added 
after the respective last partner. As soon as 
the Institution’s name is filled, the entire 
partner field becomes visible. 

NOTICE: if next line “partner” 
function is not opened 
automatically, please ensure 
that Macro functionality is 
enabled – see chapter “General 
instructions”, p. 2. 

 
 

Images 15a and 15b  
 

 
 

ERROR 16 

This ERROR pops 
up in case other 
than Priority 1 is 
selected in the 
section “Cover 
sheet”  
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III. 6. SECTION 5 – PROJECT BUDGET 
 

 
Table 13 

 

 TOPIC INSTRUCTIONS ERROR MESSAGE 

PR
O

JE
CT

 B
U

D
G

ET
 

Tables 4 to 6 Parts of the tables are pre-filled 
automatically with information provided in 
other sections (e.g. the WP-reference 
budgets or the Partner reference budget in 
table 6). 
Only the “white” fields have to be filled 
manually. 

IMPORTANT NOTICE:  As 
explained in Table 9, total 
costs per WP are TOTAL 
ELIGIBLE COSTS (i.e., referring 
only to EU CENTRAL EUROPE 
partners’ budgets and EU 
partners outside CENTRAL 
EUROPE). As a result, also in 
Section 5 the budgets of all 
other partners (Third Country 
partners) must not be 
included. 

 WP 0 until WP 3 are “white” by default. WP 
4, 5 or 6 only become activated in case that 
these WP are added in section 3 “Work plan” 
and a budget has been allocated to them in 
the Work plan section. 

--------- 

 In case of mismatches between the 
reference figures transferred from other 
sections and the figures inserted manually, 
multiple ERROR messages pop-up. 

ERROR 17: information 
provided in sections 3 and 5 
mismatch. 

Table 4, budget 
lines 

Automatic transfer of figures from tables 7-
10 (indicated in grey): 
• external expertise 
• equipment 
• other 
• investments 

--------- 

Table 4, budget 
lines 

Not all budget lines are eligible in all WP’s 
(indicated in green). 

--------- 

 
 

Image 16 
 

 
 

ERROR 17 
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Table 14 
 

 TOPIC INSTRUCTION ERROR MESSAGE 
PR

O
JE

CT
 B

U
D

G
ET

 
Tables 7 to 10: 
External expert 
Equipment 
Investment 
Other 
 

Specifications of budget lines: 
• External expertise 
• Equipment 
• Investment 
• Other 

These amounts are automatically transferred 
to Budget table 4. 

NOTICE: if next line for 
“external expert / Equipment / 
Investment / Other /” is not 
opened automatically, please 
ensure that Macro functionality 
is enabled – see chapter 
“General instructions”, p. 2. 

Table 9: 
Investment 

Specifications: 
• Every planned Investment has to be 

specified separately 
 

As already outlined on page 12, 
as soon as table 9 Investment is 
filled in the section “budget”, 
an additional section 
“Investment” becomes visible 
in the Application Form (as 
section 2.5). 
This section “Investment” has 
to be filled separately for 
every investment. 

   

 
 

 


