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Reserved for the Commission
EUROPEAN COMMISSION

SERVICE FOR FOREIGN POLICY INSTRUMENTS
GRANT APPLICATION FORM


DEADLINE FOR SUBMISSION 21 DECEMBER
As per Postmark

Before filling in this form, please read carefully the relevant call for proposals, the guide for the applicants and any other reference documents related to this programme available on our site “http://www.eeas.europa.eu/grants_contracts/grants/index_en.htm”
Incomplete forms will not be accepted.
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	EUROPEAN COMMISSION

SERVICE  FOR FOREIGN POLICY INSTRUMENTS 

Public diplomacy and  Election Observation 

FPI.4                                                                                                                                



	grant application form




PART A. INFORMATION ON THE GRANT APPLICANT
	1. IDENTITY OF THE APPLICANT

Full legal name :
Short name and acronym (where applicable):

Official legal status of applicant (university, etc…):

 Legal capacity
: 

Official registration # (where applicable) 
:

Date and place of registration: 

VAT number (where applicable) 
: 

Applicant’s official address (address of registered office):
Street: 

Number/Building: 

Post code:
City: 

Country: 

Telephone:                                                           Fax: 

E-mail address:                                                    Internet site:


	


	· Date on which applicant was founded:
· Objectives specified in the applicant's articles of association:
· Applicant’s current main activities:

· Description of the main activities carried out in the field of EU studies in the last three years:
· Description of the main relevant outreach activities carried out in the last three years:

· List of relevant projects carried out in cooperation with other institutions in the last three years: 



	3. APPLICANT'S STRUCTURE AND COMPOSITION
· Contact person responsible for this application:


Full Name:                                     

Position:

Telephone:                                Email:
· Give the name(s) of the person(s) authorised to enter into legally binding commitments on behalf of the applicant:

Full Name:                                     

Position:

Address:

Telephone:                                 Email:
· Give the name of the contact person for technical implementation reports and all other correspondence:

Full Name:                                     

Position:  

Address(if different from above):

Telephone:                                 Email:
· Give the name of the contact person for requests for payment and other financial information:

Full Name:  

Position:

Address (if different from above):

Telephone:                                 Email:
4. EU GRANTS, PROCUREMENT CONTRACTS OR LOANS OBTAINED DIRECTLY OR INDIRECTLY DURING THE LAST THREE YEARS FROM A EUROPEAN UNION INSTITUTION OR AGENCY
For each grant, contract or loan please specify (repeat as many times as necessary):

· The EU program concerned (if applicable):
· Title of the operation:
· The EU institution or agency which took the award decision: 

· The year of the award by the Commission and the duration of the operation:
· The value of the grant, contract or loan:

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

For each grant, contract or loan please specify (repeat as many times as necessary):

· The EU program concerned (if applicable):
· Title of the operation:
· The EU institution which will take the award decision: 

· The planned duration of the operation:
· The estimated value of the grant, contract or loan:
NB: The applicant is also required to inform without delay the Commission department to which this application is submitted of any application for funding made to other Commission departments or EU institutions of any funding approved by them AFTER submission of this grant application.



	5. Information on partner institutions.
· For each partner institution, please fill in the information form hereunder.

Full legal name of the institution 

Acronym of the institution, if applicable

Department/Unit

Type of institution 

    Contact person

    Last name

    First name
                           Function: ……………. Male (M)□ Female (F)□

Legal address of the institution

Street & Street Number

Post code & town

Country


Phone (including country and area code)


Fax


E-mail

Homepage

Letters of endorsement

Include letters of endorsement by each institution confirming each institution’s commitment to participate to the project. 
6. FINANCIAL CAPACITY OF THE APPLICANT
This section must demonstrate that the applicant has a stable and sufficient source of funding as required under section 5.3.2 of the Call of proposals.

In this context the following indicators must be given (for the last two financial years for which the accounts have been closed) in euros:

                                                                            Accounts N                         Accounts N‑1

Turnover or equivalent:

Net earnings or equivalent:

Total balance sheet or budget:

Shareholders’ equity or equivalent:

Medium and long-term debt:

Short‑term debt (< 1 year):

Permanent staff (number of posts):

Any guarantees granted by third parties:

Any other factors demonstrating financial viability:]

Any risks or uncertainties about implementation:


	


PART B. INFORMATION ON THE ACTION FOR WHICH A GRANT IS

REQUESTED
	7. PROJECT DESCRIPTION

7.1 Brief description of the actions for each of the 4 specific objectives in section 3.2 of the call for proposals.
This section must be identical to the Executive summary provided in the Narrative application form. 
Title:

Summary description: 
In 2 pages maximum please summarise your project as described in the Narrative application form for each of the 4 objective. This summary should outline the key features of the project. 
If your application is successful, this summary may be used for information purposes. 
You are therefore kindly requested to formulate it very carefully.

7.2 Contracts for implementing the action/financial support for third parties
Where applicable, applicants should indicate work connected with the operation that they plan to subcontract to an outside organisation/company/association. The applicants are advised to consult section 2.3.6 of the 'Guidelines for applicants' before filling in this part of the application.

Reasons must be given for contracting out implementation work.

Contracts must be awarded to the tender offering best value for money, that is to say, to the tender offering the best price-quality ratio, care being taken to avoid any conflict of interest. Any special rules in this connection contained in the call for proposals or any other document governing the grants concerned must be complied with.

The information below must be given for each contract covering a heading or sub heading of the costs of the action or work programme concerned (add further sheets if necessary):
· Tasks involved:
· Reasons for contracting out implementation work:

· Selection procedure:

· Contractor’s official name (if known):

Financial support for third parties involved in carrying out the action for which a grant is being requested 

· List and description of activities for which financial support for third parties can be granted:

· Method followed in granting financial support to third parties (e.g. who may benefit from financial support, criteria for determining the exact amount):

· Form/s that the financial support will take (e.g. reimbursement of eligible costs / lump sums / flat-rate financing):



	8. SUMMARY IMPLEMENTATION TIMETABLE OF THE ACTION

Applicants are here requested to indicate:

· The planned dates for starting and completing the action
· The timetable for the inception period
, the four years of full operation and the closing period. 
Duration

The maximum duration of the action is 54 months. 


	9. OTHER SOURCES OF EXTERNAL FINANCE (CO-FINANCING), EXCLUDING ANY EU GRANT
The data below are to be provided for each external sponsor of the action.

9.1 Own funding 
Please provide a signed letter, guaranteeing the availability of the amount of own funding defined in the budget section 11.1. The letter must be signed by a person who has authorisation to financially commit the organisation.

9.2. Other sources of co-financing
Please attach signed letters guaranteeing the availability of the amount of co-financing defined for each of the external contributors to the project in the budget section above (3.2) (one letter per partner).  (Add further sheets if necessary.)

· Official name in full:

· Official legal form: 
· Official address

· Activities:

·  Person responsible within the sponsoring organisation that has signed the commitment letter (name/first name, title or position):
· Amount of funding which the organisation undertakes to provide for the project:

· Any conditions or reservations:

	10. AMOUNT OF THE GRANT REQUESTED (in EUR)

· Estimated eligible total cost of the project:  €

· Amount of grant requested from the European Commission:  €

· As a percentage of proposed eligible costs:          %


11. BUDGET SUMMARY
Before filling this part, please read carefully the  document 'Guidelines for applicants'.

General instructions
· The budgetary plan should cover the entire period of the grant.

· Provide sufficient detail as regards the budget. Please adhere strictly to the format provided in the tables and check carefully the figures provided. 

· The budget should be coherent with the strategic vision and work plan.

· All amounts should be provided in EUR.

· The budgetary plan has to be balanced: the income must cover the expenditure.
11.1. Table 1 Overview of Expenses

	The budget estimates must be detailed, 
 in balance and presented in EUR
, exclusive of VAT unless the applicant can demonstrate that it cannot be recovered.

The applicant certifies that the costs given below are necessary and exclusively related to the implementation of the project.

	A — ELIGIBLE COSTS
	EUROS
	B — FUNDING
	EUROS

	DIRECT COSTS

A) total costs for activities  
A1) Outreach : Conferences, workshops, seminars, lectures
A1.1) Accommodation and travels for participants

A1.2) Organisational costs (publication and catering)

A1.3) Infrastructure costs (Equipment and interpretation)

A2) Scholarships for research work and curricular development

A3) Incoming visitors' programme

A4) Information Costs (Publications, web site development, documentation…)
A5) Other activity costs

B) total costs of the staff assigned to the project

B1) Coordination & Management (Director, deputy Director…)

B2) Support staff (Secretariat, accountant...…)

B3) Research and academic staff

B4) Other staff

C) total travel and subsistence costs for the staff assigned to the project 

C1) National Missions

C2) International Missions
D) cost of purchasing/renting equipment

E) costs of consumables and supplies

F) Costs entailed by other implementation contracts

G) any other direct costs


INDIRECT COSTS

H) fixed amount - general costs charged to the project

	
	A) expected direct revenue from the action

B) contribution by the applicant

C) contribution by other organisations (to be specified)

D) contribution requested from the Commission

E) estimated bank interest generated by the grant over the period of the project

F) where applicable, other contributions by the European Commission for the same project (please specify)

	

	TOTAL ELIGIBLE COSTS
	
	TOTAL REVENUE AGAINST ELIGIBLE COSTS
	

	Estimate of contributions in-kind for the project, where applicable

	
	Estimate of contributions in-kind for the project, where applicable
	


11.2 Indicative breakdown of expenditure per budget heading over the duration of the action.

	
	Preparatory phase 
	First operational year
	Second operational year 
	Third operational year 
	Fourth operational year 
	Closing phase
	Total (maximum 54 months) 

	A. Activities

	
	
	
	
	
	
	

	B.  Staff

	
	
	
	
	
	
	

	C. Travel costs

	
	
	
	
	
	
	

	D. Equipment

	
	
	
	
	
	
	

	E. Consumables

	
	
	
	
	
	
	

	F. Other implementation contracts

	
	
	
	
	
	
	

	G. Other costs


	
	
	
	
	
	
	

	H. Indirect costs

	
	
	
	
	
	
	

	TOTAL


	
	
	
	
	
	
	


11.3 Indicative breakdown of expenditure by specific objectives (section 3.2 of the Call for proposals) over the duration of the action.

	
	Preparatory phase 
	First operational year
	Second operational year 
	Third operational year 
	Fourth operational year 
	Closing phase
	Total (maximum 54 months) 

	1. Academic activities 


	
	
	
	
	
	
	

	2. Outreach activities


	
	
	
	
	
	
	

	3. Academic exchanges with the EU


	
	
	
	
	
	
	

	4. Coordination with other Centres


	
	
	
	
	
	
	

	TOTAL


	
	
	
	
	
	
	


11.4. Budget details

11.4.1 Activities – A1. Outreach

	Type of event
	A1.1. Accommodation and travel cost per event
	A.1.2.Organisational costs per event
	A.1.3.Infrastructure costs per event
	

	
	Number of refunded participants (moderators, speakers…)
	Estimated travel and accommodation cost per participant
	Total accommodation and travel costs per meeting (A)
	Catering
	Publication material
	Estimated Total per event (B)
	Rental of room and equipment
	Other  costs
	Estimated Total per event (C)
	Number of events (D)
	TOTAL (A+B+C)xD

	Workshops, seminars and lectures
	
	
	
	
	
	
	
	
	
	
	

	Conference at national / regional level
	
	
	
	
	
	
	
	
	
	
	

	International Conferences
	
	
	
	
	
	
	
	
	
	
	

	Other (specify)
	
	
	
	
	
	
	
	
	
	
	

	T O T A L 
	
	
	
	
	
	
	
	
	
	
	


11.4.2 Activities –  A.2. and A.3. Scholarships and fellowships/ visitor’s programme
	
	Average subsistence / accommodation grant (a)
	Average mobility grant (b)
	Number of beneficiaries (c)
	TOTAL [(a)+(b)]x(c)

	A.2. Research work and Curriculum development – Scholarships and fellowships

	PhD and Post graduate scholarships
	
	
	
	

	Domestic research scholarships
	
	
	
	

	International research scholarships
	
	
	
	

	Other (specify)
	
	
	
	

	SUB-TOTAL
	
	

	A.3. Visitors' programme (incoming)

	Short / Medium term visits ( < 1 month)
	
	
	
	

	Long term visits (> 1 month)
	
	
	
	

	Other 
	
	
	
	

	SUB-TOTAL
	
	

	GRAND T O T A L 
	
	


11.4.3 Activities – A4. Information costs
	Type of activity)
	Basis for calculation (explanation/justification)
	Estimated cost

	Information materials (guides, booklets, etc.)
	
	

	Regular Publications (newsletter, research papers, ….) 
	
	

	Documentation (subscriptions, books..)
	
	

	Web site development and maintenance
	
	

	Prizes / Competitions / Awards 
	
	

	Other costs (specify)
	
	

	
	
	

	
	TOTAL COST

TOTAL COST
	


11.4.4 Activities - A5 Other activity costs 

	Type of activity)
	Basis for calculation (explanation/justification)
	Estimated cost

	Please specify for each type of activity/expenditure
	
	

	
	
	

	
	
	

	
	TOTAL COST

TOTAL COST
	


11.4.5 Staff – B. Costs of Staff assigned to the project
	Category of staff
	Number of full time equivalent persons
	Monthly cost (salary + charges)
	Total Cost

	B1. Co-ordination & Management
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	B2. Support Staff (Secretariat / Administration / Finance / IT and Communication…)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	B3. Curriculum and Research development
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	B4. Others (specify)
	
	
	

	
	
	
	

	
	
	
	

	Total 
	
	
	


11.4.6 Travel and subsistence – C. Travel and subsistence expenses for staff assigned to the project 
	PURPOSE OF MISSION
	TRAVEL

COST  
	SUBSISTANCE

COST  
	NUMBER OF MISSIONS
	TOTAL TRAVEL COSTS
	TOTAL SUBSISTENCE COSTS
	TOTAL 

	
	(average cost per mission)
	
	
	
	

	C.1.  DOMESTIC MISSIONS
	
	
	
	
	
	

	Specify purpose of missions
	
	
	
	
	
	

	Specify purpose of missions
	
	
	
	
	
	

	Specify purpose of missions
	
	
	
	
	
	

	SUB-TOTAL
	
	
	
	
	
	

	C.2. INTERNATIONAL MISSIONS
	
	
	
	
	
	

	C.2.1 Missions in the EU (including to the Commission) 
	
	
	
	
	
	

	Specify purpose of missions
	
	
	
	
	
	

	Specify purpose of missions
	
	
	
	
	
	

	C2.2 Missions to other third countries 
	
	
	
	
	
	

	Specify purpose of missions
	
	
	
	
	
	

	Specify purpose of missions
	
	
	
	
	
	

	Grand TOTAL:  
	


11.4.7 Administration 

D.1 Rental of office space

NB: Office rental costs can be budgeted only if they correspond to a real, identifiable and direct cost for the project. An internal invoicing from the host institution(s) to the project will not be accepted.

Host institutions are expected to provide from their existing resources logistic, Infrastructure, and institutional support for the EU Academic Programme. This should be addressed in the narrative part of the application as requested above. It is therefore expected that adequate facilities for the Institute will be provided by the host institution(s) on their own campus. In this case, please provide an estimate of the value of this contribution, but DO NOT INCLUDE IT IN THE BUDGET FORECASTS.

If the rental of external facilities is necessary, please indicate the monthly rent and the total rental costs.
D.2 Equipment 

	TYPE OF EQUIPMENT
	Nominal Value
	YEARLY DEPRECIATION 
	Already depreciated over past period
	To be depreciated over project duration)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL COST
	
	
	
	


E. Costs of consumables and supplies
	Type of consumable or supply
	Estimated costs

	
	

	
	

	Total costs
	


F. Costs entailed by other implementation contracts

	List of contracts
	Estimated costs

	
	

	
	

	Total costs
	


G. Any other direct costs

	Type of other direct costs
	Estimated costs

	
	

	
	

	Total costs
	


H. Indirect costs - Overheads*
	Fixed Percentage charged (max 7% ) 
	Amount of reference (Heading A+B+C+D+E+F of budget forecasts)
	Total overhead

	
	
	


* Overhead covers internal expenses such as: telephone, e-mail, telefax, photocopies, supplies, cleaning, heating, electricity…

PART C.  DECLARATION BY THE APPLICANT

To be completed by the person legally authorised to sign on behalf of the applicant institution.

	I, ..........................., the undersigned, authorised to represent the applicant, hereby request from the Commission a grant of EUR ……. with a view to implementing the action on the terms laid down in this application.

I certify that the information contained in this application is correct and that the applicant organisation has not received or applied for any other Union funding to carry out the action which is the subject of this grant application.

I certify on my honor that the applicant organisation is not in one of the situations which would exclude it from taking part in a Union grant program and accordingly declare that the organisation:

-
is not bankrupt or being wound up, is not having its affairs administered by the courts, has not entered into an arrangement with creditors or suspended business activities, and is not in any analogous situation arising from a similar procedure provided for in national legislation or regulations;

-
has not been convicted of an offence concerning its professional conduct by a judgment which has the force of res judicata;

-
is not guilty of grave professional misconduct proven by any means which the contracting authority can justify;

-
has met its obligations relating to the payment of social security contributions or taxes under the legislation of the country in which it is established;

-
has not been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organization or any other illegal activity detrimental to the Union's  financial interests;

-
has not been declared to be in serious breach of contract for failure to comply with its contractual obligations subsequent to another procurement procedure or grant award procedure financed by the Union budget.

-  is not subject to a conflict of interest;
-  is not guilty of misrepresentation in supplying the information required by the contracting authority as a condition of participation in the grant award procedure, or fail to supply this information.

I have been informed that, under the Financial Regulation of 25 June, 2002 applicable to the general budget of the European Union, 
 applicants found guilty of false declarations may be subject to administrative and financial penalties in accordance with the conditions laid down in that Regulation. 

The administrative penalties consist in being excluded from all contracts or grants financed from the Union budget for a maximum of two years from the date on which the infringement is established, as confirmed after an adversarial procedure with the applicant. This period may be extended to three years in the event of a repeat offence within five years of the first infringement. Applicants who are guilty of making false declarations may also receive financial penalties representing 2% to 10% of the value of the grant being awarded. This rate may be increased to between 4% and 20% in the event of a repeat offence within five years of the first infringement.

I certify that the appropriate authorities of all the partner / collaborating institutions have confirmed their agreement with the application as submitted.
In case this project would be selected, I grant permission to the European Commission to publicise the following information: the names and addresses of the beneficiaries, the subject of the project, the amount of funding awarded and the rate of funding of the overall eligible project costs.

Full name:

Title or position in the applicant organisation:

Telephone:

Fax
Email:

Signature and official stamp of applicant:

Date:

	PART D. LIST OF SUPPORTING DOCUMENTS TO SEND WITH THE GRANT APPLICATION FORM
Identification documents

· Legal Entity Identification Form (available on the website where the application package has been published)

This Document may also be found on the following website of the Commission: http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
· Applicant's memorandum and articles of association or statutes

· Applicant's official registration certificate

· Declaration or certificate of non‑liability for VAT (if applicable)

· Financial Identification Sheet (available on the website where the application package has been published)
Document giving details of the applicant’s bank account or sub‑account into which the Union grant will be paid. This document must be produced or certified by the bank concerned. This document may also be found on the following website of the Commission: 
http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm
Financial documents

· Applicant's annual accounts (or annual budget in the case of a public sector body) for the last 2 years for which the accounts have been closed (profit and loss account, balance sheets).
· Undertaking (signed letter) by each co-financing organisation to provide the amount of funding indicated in the part B, section 9 of the Grant application form.
· The applicant university must submit a letter of commitment from the different partner organisations confirming their participation and role. 
Other documents

· Description of the actions (Narrative application form). 
· The educational and professional qualifications of the persons responsible for the different aspects of programme development and project management (academic activities, outreach, academic cooperation and coordination), as demonstrated by their curricula vitae.
· A description of the main activities already carried out in the field of EU studies in the last three years.
· A description of the main outreach activities related to the EU and any other significant outreach activities in the last three years.
· A list of relevant projects carried out in cooperation with other institutions in the last three years.


PART E. SUBMISSION CHECKLIST
Before sending your application, please check the following points:
	· The application consists of its four essential parts (official letter of application requesting a grant, Grant application form, Narrative application form and supporting documents).  These documents are originals  and signed by the legal representative of the applicant organisation.
	□

	· One (1) original and four (4) copies have been submitted. 
	□

	· One electronic copy has been sent to the mailbox  Fpi-4-grants-tenders@ec.europa.eu
	□

	· All the sections of the application form have been completed, where appropriate in accordance with the Guidelines for applicants and the Call for proposals. Sections should be in the same order as the documents listed in this check-list.
	□

	· The eligibility criteria for the applicant and for the project laid down in the Call for proposals and the 'Guidelines for applicants' have been met.
	□

	· Any rules relating to the period for carrying out the action mentioned in the Call for proposals and guidelines have been complied with.
	□

	· The budget for the project has been drawn up in EUR and is exclusive of VAT (failing which, reasons must be given for non‑recovery of VAT), has costs and revenue in balance and contains a detailed statement of all estimated eligible costs (part B, section 11.1 of the Grant application form).
	□

	· Where necessary, letters of commitment have been produced by the applicant, partners and external sponsors.
	□

	· The grant requested complies with the ceilings laid down in the Call for proposals in relation to the total estimated cost of the project and/or the eligible costs proposed.
	□

	· All supporting documents referred to under part D of the Grant application form are included in the application package.
	□

	· The application has been made and sent within the deadline as laid down in the Call for proposals and has been dated and signed by the authorised representative.
	□

	· The application is typed and in English 
	□


This check-list should be included together with the submission of the Grant application form.
Proposal No :
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�	The information given here must be taken from official documents such as the trade register, memorandum and articles of association or equivalent documents in the case of private�sector organisations.


�	Applicant’s capacity to take part in court proceedings (to constitute a party in court proceedings) under the applicable national legislation: reply by yes or no.


�	Not applicable if the beneficiary is a public-sector body. 


�	If the applicant is not liable for VAT, this must be justified in the light of the applicable national legislation.


�	Where appropriate, indicate the unit responsible within the institution.


�	Where appropriate, indicate the unit responsible within the institution.


� The period during which an action is carried out determines the period of eligibility of the corresponding costs


� The inception period of the action should start no earlier than May/June 2012.


� 	A detailed statement for each of the eligible cost items must be provided in section 11.3 below


�     Applicants from countries outside the euro zone must use the conversion rates published in the Official Journal of the European Union, series C, on the date of publication of this call for proposals


� 	Staff costs must correspond to real costs including social security contributions and other statutory wage costs. A statement must be provided detailing the qualifications of each staff member concerned, the corresponding unit cost and the number of days/months of work scheduled.


� 	Equipment must be written off in accordance with the tax and accounting rules which apply to the applicant. Only the portion of the equipment's depreciation corresponding to the duration of the project is eligible.


� 	This item may include costs arising directly from requirements imposed by the Commission (dissemination of information, specific evaluations, audits, translations, reproduction, costs of financial guarantees or of opening a specific account, etc.).


� 	max 7% of eligible direct costs (headings a to f)


	� These costs are NOT considered as eligible costs but can be identified in order to demonstrate the total value of the project. They include for instance free use of premises, voluntary work etc. It is possible that a project includes costs of a non-monetary nature. For instance, an applicant might make use of premises free of charge for the organisation of events, or there might be voluntary workers involved in a project (please note that staff costs for personnel involved in the implementation of the project are not considered as in-kind contribution and are therefore eligible costs). Even though these costs are part of the project value, they are not considered by the European Commission as eligible costs, nor  may they be treated either as co-financing of the project by the applicant or its partners.





� 	Official Journal L 248, 16.9.2002.


� 	Not applicable to national public authorities in the strict sense. For public�sector entities which derive from the national authorities, provide the founding act, decision or regulation justifying their public�sector status.
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