) EUROP

COOPERATING FOR SUCCESS.

UCTIONS FOR' APPLICANTS
E m OWEPjCOMPLETE THE EUROPEAN UNION
APPLICATION FORM




Instructions for Applicants - How to complete the Application Form 4th Call

TABLE OF CONTENTS

I. INTRODUCTION

IIl. GENERAL INSTRUCTIONS
Il.A Basic technical requirements
II.B Warning messages
II.C Proper use of Excel

I1.D Verification Code - Checksum

lll. SPECIFIC INSTRUCTIONS
lll.A Section 1 - COVER SHEET
lll.B Section 1 - BASIC INFORMATION
lll.C Section 2 - PROJECT OUTLINE
lll.C.1 Section 2.5 - INVESTMENTS
lll.D Section 3 - WORK PLAN
lll.E Section 4 - PARTNERS AND BUDGET

lll.F Section 5 - PROJECT BUDGET

Page

13
14
18

19



Instructions for Applicants - How to complete the Application Form 4th Call

I. INTRODUCTION

This document aims at providing to all Lead Applicants participating in the 4" 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.

Il. GENERAL INSTRUCTIONS

Il.A Basic technical requirements:

e The Application Form is an Excel document and has therefore been programmed for
Microsoft Office Excel use; the proper functioning under other systems (e.g.
Apple, Open Office) is not guaranteed and might destroy the programming of the
form.

e The minimum standard should be MS Office Excel 2003 or a later version.

e The English version of these MS Office-programmes has been used as default.

e 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

e 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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II.B Warning messages:

e 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. INCOMPLETE messages should be avoided
as well in order to ensure a fully filled-in Application Form.

e 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.

o Red colour of partner names in fields with drop down menus (Associated
institutions, Work package “responsible partner”, Budget specifications): The
partner name has been changed or the project partner has been deleted in
the partnership section. The information has to be updated. Please select the
partner again from the drop down menu.

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

e 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.

Form has to be filled in and returmed by post as printed version and on CO-R0M/ other device:
CENTRAL EUROPE Prograrma
Jaint Technical Secretariat

Museurmstralie 3087000 Phone +43 |1} 4000 - T6 142
A-1070 VWienna, Austiia Fax +43 {1} S000 - 99 T 141
Table of Content/ ERROR Messages
0. Cover Shaet INCOMPLETE (line 84)
1. Basic Information ERRCR {line 114)  INCOMPLETE (line 8)
2. Project cutline ERROR (line 45)  INCOMPLETE (line 8)
3. Work Plan INCOMPLETE (line 34)
4. Partnership and Budget ERROR {line 211)  INCOMPLETE (line 11)
5. Project Budget ERROR (line 40) INCOMPLETE (line 71)
., Timeline
Indlex nuﬂ'lb!r-|
Registration Date:|
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II.C Proper use of Excel:

e Copy and paste of text/numbers: Be aware that you are working in a pre-programmed
Excel form. Therefore make sure that you copy only the content of a cell and not
the cell itself, since this might destroy the proper functioning of the form. Hence
either copy/paste the text in the formula bar in the Excel menu heading or double
click on the cell and then copy/paste the text.

e Use “Tab” instead of “Enter”.

e Text boxes: each single text box in Excel is limited to the indicated amount of
characters (e.g. 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).

e Text boxes: in order to write/amend a text box, enter the box and double-click.

e Partnership: In case you would like to change the institution name of a project
partner (both, original or English institution name), please double-click the box and
change the name then. In case you tick the box only once and then press the delete
key, you delete the partner as such and all related partner information will be
lost!

e Project budget: In case you would like to change the name of an investment, please
double-click the box and change the name then. In case you tick the box only once
and then press the delete key, you delete the investment as such and all related
information in the investment section will be lost!

e Transfer of data: please allow sufficient time for a proper automatic transfer of data
between different sections.

e If you want to use a bullet list in any of the input fields in the Application Form,
please press 'Alt+Enter’.

e Drop down lists: select one of the pre-defined items. In case a mistake is made, just
select another item.

e 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”.

I1.D Verification Code - Checksum:

In order to ensure the full consistency of hardcopy and electronic versions of the Application
Form, both documents have to indicate the same ”Checksum” number which serves as
verification code.

After having fully filled-in the Application Form and before printing the hardcopy, press the
button “Finalize and print” on the front page of the Application form. The Checksum will be
then automatically calculated and the document prepared for printing.

The necessary steps are as follows:

1) Fully fill-in the Application Form
2) Press “Finalize and print” button
3) Save the document as the final electronic version

In case of changes afterwards you have to press the button and save the document again in
order to ensure an identical Checksum number on both, electronic and hardcopy document.



Instructions for Applicants - How to complete the Application Form 4th Call

"\ CENTRAL EUROPEAN UNION
EUROPEAN REGIONAL
" Eu PE DEVELOPMENT FUND
COOPERATING FOR SUCCESS. -

AEA29789827917EEACD2DBE5 335CA9C2

APPLICATION FORM

European Territorial Cooperation Objective
CENTRAL EUROPE Programme

Finalize and print

Application Round 4

Don't remove the Excel protection, You risk that the form will

be damaged and thus the application will become INELIGIBLE

Title of the project:

| }

™, CENTRAL EUROPEAN UNION
“,} EUROPE BeveLomAES FO
it v et

AEAZ9TBINL71TEEACDIDBESIISCATCE

APPLICATION FORM
European Territorial Cooperation Objective
CENTRAL EUROPE Programme
Application Round 4

Den't remove the Excel protection. You risk that the form will
be camaged and thus the application will become INELIGIBLE

Title of the project:
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I1l. SPECIFIC INSTRUCTIONS AND OVERVIEW ON ERROR-MESSAGES
Ill.A Section 1 - COVER SHEET

Table 1

TOPIC INSTRUCTION ERROR MESSAGE

Duration Fill start and end date (month and year):
start month is understood as being “1% 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:

e A start date prior ,,July 2011“ is not
possible;

e An end date after “December 2014” is
not possible;

ERROR 1: Start date prior July
2011

The project duration is automatically
transferred to the section “Work Plan” (e.g.
if the project duration is of 30 months, the
Work packages in the section “Work Plan”
are automatically limited to 30 months).

COVER SHEET

Check-list for Ensure that all questions can be answered | ---------
submission of the | either by “yes” or “N/A (not applicable)”
AF prior to submission.

Image 1

Priority:
[Priority 3 ]

Area of Intervention:

|2.d Promoting Informeation and Communication Technologies and Alternative Solutions for Enhancing Access I

Duration:
Start date End date Duration (months)

4 011 4 2014 - a7 ERROR 1

The sarliest starting date 12 07/11

Form has to be filled in and returned by post as printed version and on CO-ROM/other devies:

CEMTRAL EUROPE Frogramme

Joint Technical Secretarat

Musaumstrafe 3747111 Phone +43 (1) 400 - 76 142
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lll.B Section 1 - BASIC INFORMATION

Table 2

TOPIC

INSTRUCTION

ERROR MESSAGE

Project summary

Provide requested information

Tables 1 to 3 cannot be filled in by the
applicant - information is automatically
transferred from the section “Partnership

and budget”.

Table 1
z Table 2
(@]
g Table 3
o
= Tables 1, 2 and
3 Eligibility
Z, summary
o

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

ERROR 2: 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.
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Table 3

TOPIC

INSTRUCTION

ERROR MESSAGE

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

BASIC INFORMATION

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.

account)
ERDF % for According to the CENTRAL EUROPE |ERROR 3: The ERDF for
activities in Third | Programme rules, the ERDF spent for |activities in Third Countries
countries activities in 3™ Countries may not exceed | 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 4: 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 may
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 5: The ERDF for EU
partners  outside  CENTRAL
EUROPE area exceeds 20% of
the total project ERDF.

Public co-financing from Third Countries (own funds)

1.000.000,00 €

Image 3

Location of partner Source of funding Amount
CENTRAL EUROPE |ERDF 675.000,00 €
partners - out of which for activities in Third Countries (ERDF) 187.500,00 €
Public co-financing 225.000,00 €
Private co-financing 0,00 €
O ROPE pa e 900.000,00 €
EU partners ERDF 675.000,00 €
outside CENTRAL Public co-financing 225.000,00 €
EUROPE Private co-financing 0,00 €
OTAL budge oo ™ RA ROP 900.000,00 €
Third Country ENPI/IPA funding 0,00 €
partners Public co-financing from EMPI/IPA countries| 0,00 €
(ENPI countries, IPA Private co-financing from ENPI/IPA countries| 0,00 €
(o611 1 g =9 1d -9 Total budget Third Country partners with ENPI, IPA 0,00 €

The total ERDF for activities in Third Countries shows a difference of 12.500,00€. Please check

Private co-financing from Third Countries (own funds)

TOTAL ERDF
TOTAL ELIGIBLE BUDGET
TOTAL BUDGET

1.000.000,00 €

1.350.000,00 €
1.800.000,00 €
2.800.000,00 €

0,00 €

consistency of information as provided in the Partner and in the Work plan sections!

ERDF % for activities in Third Countries {10% rule): 13,89%

The ERDF for activities in Third Countries cannot exceed 10% of the total project ERDF!

ERDF % for EU partners outside CE (20% rule): 50,00%

The ERDF for EU partners outside CE cannot exceed 20% of the total project ERDF!

ERROR 4
ERROR 3
ERROR 5
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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
Lead Applicant Information is automatically transferred | = -------e-
Declaration from the relevant sections “Basic

information, Table 1” (total project ERDF”)
and “Partners and budget, Lead Applicant”
(its own co-financing).

Lead Applicant The Lead Applicant must clearly indicate the |  -------e--
Declaration date of submission of the proposal. Type in
the date of signature before printing (Cover
Sheet “Finalize and print” button) the
hardcopy document.

BASIC INFORMATION

Lead Applicant This page has to bear the stamp, date and | No ERROR message, but do
Declaration signature of the authorised signatory of the | notice that without signature
Lead Applicant. on the original hardcopy
version, the whole Application
Form becomes INELIGIBLE.

Corfinancing Satement and Declarstion on Adm kv and Financisl Capacity and on Legal

statiis by the Legsl Representss Lead Appdicant Ovganiation
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lll.C Section 2 - PROJECT OUTLINE

Table 5
TOPIC INSTRUCTION ERROR MESSAGE
2.1 Relevance Box “Links to other Areas of Intervention | ERROR 6: More than three
(Aol)”: zero up to 3 Areas of Intervention | Areas of Intervention have

should be selected. However, it is not
possible to choose the Aol which has already
been selected under the section “Cover
Sheet”.

been selected.

Box “Environmental dimension of
sustainability” (Gothenburg):

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

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

e 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 7: No indicators have
been selected.

Box “Economic dimension of sustainability”

(Lisbon):

e 1 dimension is to be selected (“neutral”
OR “addressed”);

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

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

PROJECT OUTLINE

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

ERROR 8: No indicators have
been selected.

Box “Social dimension of sustainability”:

e 1 dimension is to be selected (“neutral”
OR “addressed”);

o |f “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”:
e 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

[oes the project have Bnks te other Areas of Intervention?

1.1 Enhancing Framaregrk Conditions for Innovakion

1.2 Establshing Capabiltdes for te Diffision and Appicaton of innowation

1.3 Foskaring Knowladge Development

2.1 Improving Contral Burope's Inksrconnac ity

1.3 Dassarlopl dal Logistics” Cooparation

2.5 Promoting Sustainable amd Safe Mokbilicy

2.4 Promating Information and Co nication Technolagies and Alternatie Solutions for Enhancing Access

1.1 Davalaping « High Quakiby Ervdranmant by Manegine and Protec ing Haetural Resources and Haritags

1.2 R=ducing ks and Impacts of Ratural and Man-made Hazards

3.3 Suppartng the Lka of Renswabls Enargy Sources and ncrsasing Enargy EMciancy

3.4 Supportng Endronmentally Friendly Technokgies and Actvities

4.1 Developing Polycentric Sottlenent Structures and Terrdtodal Cocperation

4.2 Addrausing tha Tarritorial EFfects of Damographic and Social Change on Urban and Aesional Developmant

L.} Capitaizing on Cultural Resources for AMore Attracte Cities and Raglores

ERROR 6

You ean anly tick up ta three of these Areas of Interventisns.

Deccribe the Inks to those Areas of Intervention

10
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Image 6

calact the relavant environmental indicators for your project

W e o S et By i oo = e e e
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Textbox 17 you hanees O charsckears Cmiass. 1000 Chgiacoas]

Szlact the relewant economic indicators for your project
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The projeck i corimbuiing 10 shengihered co—operaion among Busires zes
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ERRORS 7 and 8
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Table 6

TOPIC

INSTRUCTION

ERROR MESSAGE

2.2 Methodology

Box “Links to relevant initiatives”:

e tick as many links as relevant for your
project (no minimum or maximum
number).

PROJECT OUTLINE

Box “Types of Action”:

e 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 9: No Type of Action
has been ticked.

Image 7

Hoet S2dd SH praieet dRmad e busd g e e Indoats which tRpHE of Sobin e pradec ieteRdn Re
MR B R T PHAEE Cord Sl

- e M

Fies ol by gt Phasphs Pl Lesarry [

A hpss i rok g lo e ons Tops o foras,

Cracriba Bk choree hypeisl of acbion for gl cere cutpuly, Pease erire comnbeney witk Ghe ypreery Tnbs

iy deore owipuin per ok peckomge

ERROR 9

Please note also the following instruction:

Image 8

L= been

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

tpiss: {1 U ARR pT W parioege|

BRI Rl CR Fy ] G B PO I Gad Il FERE Srlakd CRBLIIEE p IR Rl G A

12
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Table 7

TOPIC

INSTRUCTION

ERROR MESSAGE

PROJECT OUTLINE

2.3 Sustainability
and Knowledge
Management

Box “Outreach to selected target group”:

e tick as many target groups as relevant
for your project (no minimum or
maximum number);

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

Communication manager:

e 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”:

e At least one additional criterion has to
be selected.

ERROR 10: You have to tick at
least one additional criterion.

Project coordinator / Financial manager:

e in case that question “will be
subcontracted” is ticked by “no”,
detailed data (name, etc) have to be
filled.

Image 9

What iz the degree of trardnational co-oparation within the partnership? (tick at l=ast one additenal aption]

Jnint development o
Joint implementation [m]
Jaint staffing [m]
Joint financing =

e hawe to ek at leait ane additznal criterica

Describe the telected degrees of transraticral cosperation,

ERROR 10
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Instructions for Applicants - How to complete the Application Form 4th Call

llI.C1 Section 2.5 INVESTMENTS:

General note:

In case that under 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

2.5 INVESTMENT | For each investment listed in the section | —  -------e-
“Project budget”, the section “Investment”
foresees a set of questions in order to
specify the single investment.

Some data (Responsible partner, Investment

'2 budget, duration) are automatically
g transferred from the section “Project
= budget”
b .
; Box “Characteristics of the investment”: ERROR 11a: less than two
= o At least 2 criteria have to be selected. | Criteria have been ticked.
Timeframe of a single Investment cannot go | ERROR 11b: An end date for
beyond the overall project duration. the investment going beyond
the end date of the project has
been selected.
Images 10a and 10b
Texthox 39 wou have O characters {max. 2,000 characters)

Outline the characteristics of the investment by ticking at least 3 of the boxes below:

Form part of or be the result of transnational project co-operation

Have a transnational effect

Create a physical link or a functional connection between reglons ERROR 11a

Have a demonstrating fmodel or pilot character being jointly strived for and evaluated by the partners.
You have to tick at least two characteristics of the investment

Equipment for measuring
|Respansible Partner
Budget 60,000,100 €
Specify the start and end date, Start date | End date Duration (months)
F wi | 4 [ iz 15
You cannot select a start date before the start date of the project (972011) ERROR 1 1b

Provide a short description of preparatory steps Tor the investment (e.g. Teasibility study, environmental

impact assessment, contacts to decision makers, etc) already carried out.

14



Instructions for Applicants - How to complete the Application Form 4th Call

I11.D Section 3 - WORK PLAN

WORK PLAN

Table 9
TOPIC INSTRUCTIONS ERROR MESSAGE
GENERAL The work plan is structured as follows:
COMMENTS

o Work package-level (WP);
e Action-level;
o Output-level;

e Some of these outputs are qualified as
“Core outputs” and have higher visibility
and higher implementation-orientation.

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

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

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

e 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 14/10/2011.

Total costs: Preparation costs are limited to
€20.000,-.

ERROR 12a: The starting date
of preparation activities is
later than 14/10/2011.

ERROR 12b: The total costs
exceed € 20.000,-.

WP 1-WP6
ACTIONS

e WP1: all 4 actions are pre-defined.

e WP2: 2 actions are pre-defined. In
addition, up to 2 more can be self-
defined by the project.

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

e 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).

e Qutputs: fill at least 1 output per Action.

ERROR 13: no output per
action has been filled in
(relevant as from WP1).

WP 1-WP6

ACTIONS and
OUTPUTS

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

o 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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Instructions for Applicants - How to complete the Application Form 4th Call

Image 11
Work package 0:

Section 3: Work plan

Waork packoge 0

Frpmevibds parar e
akka ik jer oy kbl o 1. e erii )
e kil ey acll =¥ 13} ask JoFi 4 i
Do gty B0 e ol dol Tl Sl i I is TNl Fares Vol Pl
Teoton 27% yus haws i darscis e 1R hr
N e —— [ = | =T =v | ERROR 12 aand b
T Covepainril i e U W, o] Sl el | 11 B 1
| Tamall cawen gl the ek packige [ |

The propaneties couls dre Dardied o & sl of 00 D8] 00 Esrs

Images 12a and 12b

Work packages 1 to 6:

v O i 5 T ™
Tithe of surpur Mo | s w Cuptitative Seseriptian CuaALTLAEive Sese
imax, T3 characters) LE |mazx, T30 charsctars) imax. 75 charsctars)
-4

At loast 1 autput par action sheuld ko Mllad, ERROR 13

Activities cutside Cantral Europs ares, bt within EU:
plegse describe the activities and the planned benefits for the Central Europe area.

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

Srurm merdh  Erd manch of

Trihe of actnon.

o Aoilon &t
m dia corrrrarscalion’ diatemisation 7 i EEN T
- mad s comrmonicytan dosrmiastion and wehidie a 15 SO0 [H 20
Totsl oot af the work pacisgs z'lnmnil

1 S P shadcie Af CulEdt 83 LETE Culit, PRase 1] 19 Lhe Oesceiof ge i b Corg Dafpat TR bebire Lhe Gt Lk,
Trtha of Cpmitathos description

[t [Ty ——
[ e P [EERRE T —— (Lo -
Dett
<
<
L= E LS T

L.
Ly | ria

FE D
L1

A1 beand | cmpat pesr sk bon aheaidio Be fillled.

Sctieres artsicls Central Dorocs srss, et sabsin EUs
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Instructions for Applicants - How to complete the Application Form 4th Call

Table 10
TOPIC INSTRUCTIONS ERROR MESSAGE
WP 2-WPé6 e If an output is qualified as “Core | IMPORTANT NOTICE: at least
Z | CORE OUTPUTS output”, then a separate core output and | 1 Core output per self-defined
S |and results-table opens below the output | work package (WP3 to WP6)
; RESULTS table. has to be defined.
x e WPO and WP1: no Core outputs are | On action-level, O up to 4 core
= foreseen outputs can be defined.
Image 13
]
2
~ Output is qualified
o [-= 13 | ]|~ C— = as YES (being a Core
4 output), therefore
a the_Core output-
table has to be

B RTINS Db COOE SRR Dy LRBCTI Ve Greb PUIGGE ACTRATHST BEd DM T HERS 180E I, BLEG Rl Ve Ohek DANGRD aspt, M The
srocem hore the ress 1 are peed by thee terpet groum dmacc. of 201008 chenecieral

filled (after the end
of the output-table)

WORK PLAN

provided.
These ERDF amounts of all WP will be
automatically compared with:
o section BASIC INFORMATION (below table
3)
e 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

i E£xra Dutput <
=
Core output and
results- table
opens and has to be
filled
i3
Table 11
TOPIC INSTRUCTIONS ERROR MESSAGE

WP 1-WP6 All activities outside EU Central Europe must |In case of mismatches, an

ACTIVITIES be described. ERROR message pops up in the

OUTSIDE In the case of activities implemented in | BASIC INFORMATION section

CENTRAL EUROPE | Third Countries, also the amount of ERDF | (see ERROR 3).

AREA related to these activities has to be

17




Instructions for Applicants - How to complete the Application Form 4th Call

Image 14

pleade Cenonbe the activities and the planned terefits for the Cemtral Ewrope ansa.

Irdicate Ehe planred ERCF for these actinces: g™

=
Work package 3
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Instructions for Applicants - How to complete the Application Form 4th Call

lll.E Section 4 - PARTNERSHIP AND BUDGET

Table 12

TOPIC

INSTRUCTIONS

ERROR MESSAGE

PARTNERSHIP AND BUDGET

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):

e English translation of the institution’s
name

e Country

e Regions Nuts 1, 2 and 3
o 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.

“Private institutions” can be Lead Applicants
in Priority 1 only.

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.
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Instructions for Applicants - How to complete the Application Form 4th Call

lll.F Section 5 - PROJECT BUDGET

Table 13
TOPIC INSTRUCTIONS ERROR MESSAGE
Tables 4 to 6 Parts of the tables are pre-filled | IMPORTANT NOTICE: As
automatically with information provided in | explained in Table 9, total
other sections (e.g. the WP-reference |costs per WP are TOTAL
budgets or the Partner reference budget in | ELIGIBLE COSTS (i.e., referring
table 6). only to EU CENTRAL EUROPE
Only the “white” fields have to be filled partners’ budgets and EU
manually. partners outside CENTRAL
EUROPE). As a result, also in
Section 5 the budgets of all
other partners (Third Country
partners) must not be
included.
I WP 0 until WP 3 are “white” by default. WP |  ---oeee-
8 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.
=
2 In case of mismatches between the | ERROR 14: information
ac reference figures transferred from other |provided in sections 3 and 5
sections and the figures inserted manually, | mismatch.
multiple ERROR messages pop-up.
Table 4, budget Automatic transfer of figures from tables7- |  ---------
lines 10 (indicated in grey):
o external expertise
e equipment
e other
e investments
Table 4, budget Not all budget lines are eligible in all WP’s |  -=--meeee
lines (indicated in green).

Image 15

Section 5: Project budget

Thare Is. & mismatch with tha total of Secton 3 foer WEFD, WF I, WP

wen | wer | wez | wen | wea | wes | wRe [ Teu s =

Seall conts e o8 g o0
sedminairation ot / N\ o234 oo
Exierral axperiihs nme  ame oo 0.3 E ) L o.03%
Traeelraccommnodatizn / o] 00
Setivgs ared geanls 0,8 ] 0,004
Frometan cots x T o
Exquigeranm x ams|  Lad] W 0.8 g 0.0
[ ® ® 2 | o 0 B4 =00
Zthar X apog| sm|  oead T .00

Tatal T ALD BN i, T

WP Aedererce Tobal| wumasad  amcpasmxs] ol a0 80 4]

a|  wzsea]  soas| o] oo

<+<—— ERROR 14

Table 5: Budget hreak down 87




Instructions for Applicants - How to complete the Application Form 4th Call

PROJECT BUDGET

Table 14
TOPIC INSTRUCTION ERROR MESSAGE
Tables 7 to 10: Specifications of budget lines: NOTICE: if next line for

External expert

e External expertise

“external expert / Equipment /
Investment / Other /” is not

Equi t i .
quipmen * Equipment opened automatically, please
Investment e Investment ensure that Macro functionality
Other e Other is enabled - see chapter
These amounts are automatically transferred | “General instructions”, p. 2.
to Budget table 4.
Table 9: Specifications: As already outlined on page 12,
Investment o Every planned Investment has to be |assoon as table 9 Investment is

specified separately

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.
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