[image: image1.jpg]CTEN



[image: image4.wmf][image: image5.wmf][image: image6.wmf]
10
	Proposal Submission Forms

	[image: image4.wmf]
	EUROPEAN COMMISSION

eTEN

Trans-European Telecommunications Networks
	
	
	A1



[image: image7.wmf]
GUIDE FOR PROPOSERS

DG INFORMATION SOCIETY 

TransEuropean Telecommunication Networks

Call for proposals 2004/1

Call identifier eTEN/2004/1

[image: image15.wmf]
Contents 

3I Introduction

I.1 Structure and content of the Guide for Proposers
3
II. How to prepare a proposal
4
II.1 Introduction
4
II.2 Consortium composition
4
II.3 The structure of a proposal
5
II.4 Calculation of costs
6
II.5 Proposal language
7
II.6 National Agreement
7
III Submission of proposals
9
III.1 Pre-registration
9
III.2 Submission method
9
III.3 Submission procedure
9
III.4 Deadline for reception
11
III.5 Acknowledgement of receipt
11
IV Evaluation and negotiation
12
Annexes
13
Annex 1:  Proposal forms A1-A5 and instructions
14
Annex 2: Templates for Proposals part B
29
Annex 3: Acknowledgement of Receipt form
42
Annex 4: Calculation of eTEN funding limits
43
Annex 5: Characteristics of a good eTEN proposal
46
Annex 6: Correspondence between evaluation criteria and proposal content
49
Annex 7: Checklist for proposers
51
Annex 8: Support for proposers
52
Annex 9: Country Codes
53
Annex 10: Eligible costs
54


Specific information for the preparation of proposals for the eTEN call for proposals 2004/1 published 10 March 2004. 

I Introduction

I.1 Structure and content of the Guide for Proposers

An eTEN proposal comprises two parts – a set of forms known as Part A, and Part B, a textual description of the work proposed. This Guide for Proposers will guide you in preparing a proposal for the eTEN call 2004/1. It contains the proposal forms needed to prepare Part A of a proposal (forms A1-A5), instructions on how to write Part B; and other forms and information required to make a complete proposal. Incomplete proposals are ineligible and will not be evaluated.

It also describes various support services and contains references to other documents, reports, forms and software tools that are of assistance in the preparation of proposals.

Documents that constitute, together with this Guide, the Information package for the eTEN call 2004/1, and which you need to consult during the preparation of your proposal, are:

The eTEN Work Programme 2004 provides a detailed description of the content and objectives of the eTEN programme and indicates which types of actions are open for the call. 

The Call for proposals as published in the Official Journal of the European Union. This will tell you which areas are open for proposals and where and when to submit your proposal.

The Evaluation Guide defines the criteria that will be used to evaluate the proposals and the evaluation process.

Additional documents that you should review are:

The model grant agreements for eTEN projects, with annexes.  These specify the terms and conditions to which your consortium will be expected to agree if your proposal is selected for funding. The basic model grant agreements are not negotiable. 

(NOTE: in accordance with the new Financial Regulation the term “grant agreement” has replaced the term “contract” and the term “beneficiary” has replaced the term “contractor” used in the past).
All these documents are available at the eTEN web site, http://europa.eu.int/eten
DISCLAIMER: This Guide for Proposers is intended to help proposers prepare their submissions. It does not supersede the rules and conditions laid out, in particular, in Council and Parliament Regulations concerning the eTEN  programme (formerly known as TEN-Telecom programme), the eTEN Work Programme 2004 and the Call for proposals.

II. How to prepare a proposal

II.1 Introduction

Proposals to the eTEN call 2004/1 are submitted as a complete proposal application to the address set out in the Call for proposals as published in the Official Journal of the European Union. Proposals must be received by the Commission by the deadline stated in the call.

II.2 Consortium composition

Proposals must be presented by a consortium comprising a minimum number of mutually-independent legal entities established in Member States of the EU. The minimum number defined in the eTEN Work Programme 2004 is at least two mutually independent legal entities, each established in a different EU Member State.

The EU Member states are: Austria, Belgium, Denmark, Finland, France, Germany, Greece, Ireland, Italy, Luxembourg, Netherlands, Spain, Sweden, Portugal and the United Kingdom.

Proposers from acceding countries are invited to respond to calls for proposals for all Community programmes under the 2004 budget. Nevertheless, it should be noted that the relevant grant decisions involving legal entities from the new Member States will only be taken after 1st May 2004 and subject to the actual accession of the country concerned. The project should not have to delay the start of this type of projects/actions until after accession of all countries of the participants. In such a case, the project/action may start, but the acceding country has to pre-finance its participating legal entity.

The acceding countries are: Cyprus, Czech Republic, Estonia, Hungary, Latvia, Lithuania, Malta, Poland, Slovak Republic, and Slovenia.

The Community may allow participation of entities from 3rd countries to projects, where such participation is of mutual interest and ensures the interoperability of services and applications. The participation will be decided on a case-by-case basis. Participants from these countries will not receive Community funding and they cannot act as a co-ordinator in a proposal. Their participation must create mutual benefit to the consortium and not create a dependence upon them in the achievement of the project objectives. 

The participants in a project may take the following roles:

· The co-ordinating beneficiary
 (co-ordinator)

· The beneficiaries

· The members

The co-ordinator acts as the conduit for all communications between the Commission and the project and undertakes overall project management responsibility. Participants shall designate one amongst them to be co-ordinator of their consortium. The responsibilities of the co-ordinator are described in the eTEN model grant agreement.

The beneficiaries contribute technically and financially to the project, sign the grant agreement with the Commission and are responsible jointly and severally, with the co-ordinating beneficiary, towards the Commission for carrying out the work under the grant agreement. They have full and equal rights to the ownership and exploitation of the results of the projects.

The members contribute technically and financially to the project, but do not sign the grant agreement with the Commission. They must sign a membership agreement as defined by the Commission directly with one of the beneficiaries. Each beneficiary must ensure that its members shall comply with the grant agreement as if they were beneficiaries. The beneficiaries are technically and financially responsible for their members according to the contractual obligations.

Subcontractors function as service providers to a beneficiary, or a member, who fully funds their activity. The Commission, in accordance with the rules of the grant agreement in force, may then reimburse this funding. Subcontractors make no financial investment in the project, and therefore they do not benefit from any intellectual property rights arising from its achievements. 

Consortium agreements should be concluded between the participants if they deem it necessary for the completion of the work. The consortium agreements may not infringe on the obligations set out in the Commission grant agreement. Consortium agreements normally cover the participation in the project and define, as far as possible, the exploitation of the results arising from the project. Consortium agreements can be particularly useful in projects involving a large number of participants. The Commission must be informed of consortium agreements but does not approve them.

Costs incurred for preparing a proposal are not eligible for Community funding. 

II.3 The structure of a proposal 

An eTEN proposal has two parts. Full details about preparing these parts are described in Annexes 1 and 2 of this guide.

· Part A is a set of forms which collect necessary administrative information about the proposal and the proposers e.g. proposal name, proposers’ names and addresses, brief description of the work, total funding requested divided amongst the types of activity, etc. This information will be encoded in a structured database for further computer processing to produce statistics, evaluation reports, etc., and also to support the evaluators and Commission during the evaluation process.

· Part B is not a pre-prepared form; rather it comprises a structure or list of headings that should be followed. When completed it describes among other things the nature of the proposed work, the participants and their roles in the proposed project. It describes the reasons for carrying out the work, and the benefits that would come from it.

Part B is structured so that your proposal covers, one after another, the areas and issues on which it will be evaluated.

Any additional material sent with the proposal (company brochures, non-financial supporting documents and reports, videos etc.) will be disregarded.

II.4 Calculation of costs

II.4.1 Funding Principles

Complete details are available in Annex II: General Conditions to the model grant agreement to be found on the eTEN web site. Details on eligible costs are given in Annex 10; examples of cost calculation are given in Annex 4.

II.4.2. Fundable project phases

eTEN uses the following model, where the life cycle of a project is divided into four phases:

1. Research & Development

2. Market Validation Study

3. Initial Deployment

4. Full Deployment

These phases are described in the eTEN Work Programme. eTEN supports phases 2 and 3.

4.2.1 Forms and Limits of Community Contribution

The funding rules applicable are composed of the rules resulting from the TEN Financial Regulation and the Financial Regulations applicable to the General Budget of the European Communities:

Proposals for phases 2-3 should justify the need for European funding and state why private or public resources are not available to completely fund the project. At the time of publication of Work Programme 2004 the total amount of Community funding shall not exceed 10% of the total investment cost of the overall project, regardless of the form of aid chosen and the number of project phases funded . The total investment cost is briefly described in the glossary of the Work Programme and more fully defined in section II.4.5 of this guide.

Aid for projects will take the following form of actions:

· Action 1: Initial Deployment Projects – The Community contribution is a maximum of 10% of the allowable costs incurred during the market validation and initial deployment phases, for projects of common interest in the sectors covered by eTEN, up to a maximum of 10% of the estimated total investment cost. It has been proposed to increase this to 30%. The decision of The European Council and Parliament on this is expected in the first half of 2004. Initial deployment projects will be funded at the level authorised at the time of grant agreement signature 
 Up-to-date information on the status of the 30%- decision can be found on the eTEN website at URL:http://europa.eu.int/information_society/programmes/eten/news/30percent/index_en.htm
· Action 2: Market Validation Projects - The Community contribution is 50% of the allowable costs incurred for projects of common interest in the sectors covered by eTEN, up to a maximum of 10% of the estimated total investment cost. 

· Action 3: Support and Co-ordination 

Support Actions are sought to build further co-operation between stakeholders in the value chain; to provide the appropriate environment for the realisation of the projects; to promote the programme; and to co-ordinate the activities undertaken under the programme with related Community and national Programmes. Actions are expected to address:
· Programme and project awareness through workshops, support to the eTEN NCP’s and other means.

· Optimisation of current projects.

· Analysis of needs and future development of the eTEN domain.

· Stimulation and promotion of deployment including good practice test-beds and brokerage.

· Analysis of the impact of EU policy on potential deployment of e-solutions and identification of measures to achieve this deployment.

In all cases Community funding must not have the effect of creating a profit for a beneficiary.

The application of these rules forms part of the evaluation process. Consequently proposals must contain realistic estimates for the total investment costs and the eligible costs for the phase, and an overview of the expected receipts of the project, including direct revenue and contributions from third parties (public or private). The costs estimates must be detailed and supported by explanations on the methods applied to calculate them, so that it is possible for the Commission and the experts during the evaluation to verify that they are based on sound principles. Proposals not providing this information cannot be selected for funding

.

II.4.3 Eligible Cost

The eligible cost categories applicable and their definitions are described in Annex 10 to this Guide.

II.4.4 Total Investment Cost

The total investment cost for a service comprises all eligible costs that are incurred during the market validation and the initial deployment phase. Investment costs incurred in the Research and Development Phase or after the Initial Deployment Phase are not taken into account.

The investment cost comprises all costs that are necessary for the set-up of the service (including all tangible investments necessary for the service), and exclude all recurring costs that result from the operation of the service and investments relating to real estate. In addition, intangible investments (acquisition of licenses or patents, studies, organisation set-up, etc.) are taken into account in certain circumstances.

The investment costs are to be presented in the proposal using the format of the investment table (Part B – on how to calculate investment costs, see Annex 4). For the purpose of this calculation, the investment costs are taken into account at their full value, and depreciation is not applied. It should be noted that the calculation of the total investment costs may contain items which are not regarded as eligible costs (e.g. marketing is not an eligible cost for the market validation phase). Therefore, in most cases the amount of total investment costs will be different from the total eligible costs for the two project phases fundable under eTEN. A clear outline financing plan should be delivered together with the investment plan.

II.5 Proposal language

Proposals may be prepared 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 must be included in Part A of the proposal.

II.6 National Agreement

For eTEN projects, it is necessary to get the agreement of the National Authority in the country of the co-ordinating organisation confirming that the project has the common interest characteristic stipulated in eTEN Work Programme 2004. Failing to do so, will render the proposal ineligible for funding. This agreement must be demonstrated by the completion of form A4. 

To obtain the agreement, the co-ordinator must contact the National Authority in his Member State. The list of National Authorities is published on the eTEN web site (see Annex 8).
Approval of the national authority is granted to the project in writing or by oral communication. The process of granting the approval is left to the discretion of the Member States. The co-ordinator must fill out form A4 in Part A to indicate the date, the method by which the agreement was given and by whom.

The purpose of the national agreement is not to give an assessment on the quality of the proposal. This will be done by the Commission, assisted by independent experts during the evaluation process. The national agreement is only used to give the approval of the Member States on the common interest nature of the project. The National Authorities are not obliged to give any feedback on the overall quality of the proposal to the proposers at this point.

III Submission of proposals

Proposals for eTEN projects are submitted in a single stage – by submitting a complete paper proposal application to the address set out in the Call for proposals as published in the Official Journal of the European Union. The Commission must receive proposals by the closing date and time stated in the call text.

III.1 Pre-registration

Proposers are requested to pre-register a proposal by using the form and guidelines published on the eTEN web site. The pre-registration gives the Commission advance information on the number and nature of proposals likely to be submitted and helps the planning of resources needed for evaluation. However, pre-registration is not obligatory, and confers no benefits upon the proposer.

III.2 Submission method

Both part A and part B of the proposal must be submitted on paper to the Commission. On-line submission is not available. Therefore the proposers should make sure that both part A and part B are included in the package in paper format.

The proposal must be submitted by the legal representative of the co-ordinator.

III.3 Submission procedure

III.3.1 Preparing the proposal

Proposal Part A - Part A must conform to the forms annexed to this Guide. Extra copies of the form A2 may be photocopied or generated in the Word-format, as necessary for the number of participants in the proposal.

An electronic tool for off-line preparation of forms A1-A4 will be available on the eTEN website in early March 2004 (see http://www.europa.eu.int/eten). Use of this tool is strongly recommended. Forms prepared with this tool should be printed out and included in the submitted proposal package. 

As part of the proposal package, certain legal and financial information from participating organisations, including most recent Profit & Loss and Balance Sheet, is required. This information must be made available by means of form A5. An electronic tool to generate this form is available on the eTEN web site (the Financial Viability Tool – FVT). A paper copy should be printed of the output and included in the proposal as form A5. The data entered into the web-based application to generate the A5-form will not be stored by the Commission.

Those consortia invited to enter into negotiations after the evaluation will be expected to substantiate the financial information in form A5 on short notice. All participants should therefore familiarise themselves at an early stage of writing the proposal with the documentation they will need to provide if they are successful, and the co-ordinator must ensure on behalf of the consortium that the correct documentation is sent to the Commission. (The documentation required will be described in the Guide for preparation of grant agreement. This guide will be available for download from the eTEN website before the close of the call).
Proposal Part B – Part B must be a text document following the outline supplied as an annex to this Guide.

· each page of Part B must be numbered (preferably in the format “page X of Y”).

· each page of Part B must be headed with the acronym you have chosen for your proposal.

The acknowledgement of receipt form must be signed by the co-ordinator.

III.3.2 Preparing your proposal for submission

Your proposal should be submitted as one complete unbound Part A and one complete unbound Part B. The Commission will reproduce the number of copies needed by the evaluators, therefore:

Print your proposal on white A4 paper, 80 g/m2
· Print on one side of the paper only

· Do not use colour; the copies will be made in black and white

· Do not use glossy or surfaced paper 

· Do not include paper clips or staples 

· Do not include front or back covers of plastic, card etc.

You are strongly advised to securely retain an additional complete unbound copy of your proposal, in case further copies are required at short notice.

III.3.3 Packaging and delivery

The complete proposal should be placed in an envelope marked “Commercial-in-confidence” and with the following information:

· The call identifier as given in the Call for proposals (eTEN 2004/1)

· The proposal acronym

The envelope should be sealed.

The envelope should then be packed together with the “Acknowledgement of receipt” form annexed to this Guide, (so that the Commission can notify you of the arrival of the proposal) into a sealed outer packaging or envelope.

This package should be addressed to the address given in the Call for proposals.

Mark the exterior of your package, in bold letters, “eTEN Call 2004/1”

Be sure that you are using the exact address as given in the Call for proposals. (Proposers in the past who have added other information to the address – such as “European Commission” or “Directorate-General Information Society” have sometimes found their proposals spontaneously re-directed by their delivery service to other Commission offices, delaying their arrival and risking loss or exclusion).

The proposal may be sent by mail, by trusted delivery service or delivered by hand, but must arrive at the specified address no later than the deadline given in the Call for proposals.

If you are submitting more than one proposal:

· Submit each proposal separately. Never combine two different proposals in a single package. 
III.3.4 Multiple submissions of  proposals

Proposers may, at their discretion, submit successive versions of their proposal. In the case of successive submissions of a proposal, the Commission will examine the last paper version received before the closure date and time of the Call for Proposals. 

III.4 Deadline for reception

Proposals must be received by the Commission before the call deadline at the address specified in the call. The deadline is published in the call announcement at the website and the Official Journal. Proposers are reminded that it is their own responsibility to ensure the safe and timely arrival of their proposal.

Proposals arriving after the deadline set in the call for proposals will not be accepted for evaluation and will be returned to the proposers un-opened.
III.5 Acknowledgement of receipt

All proposal co-ordinators who have submitted a proposal to the eTEN call 2004/1 will receive an Acknowledgement of receipt within two weeks of the closing of the Call. Proposers who have not received an Acknowledgement of receipt by that time should urgently contact the eTEN Proposers Help Desk.

The sending of an Acknowledgement of receipt by the Commission only confirms proposal reception, but does not imply that a proposal has been accepted as eligible for evaluation.

IV Evaluation and negotiation

The Commission, assisted by independent experts, will evaluate the submitted proposals following criteria laid down in the eTEN Work Programme 2004 and Evaluation Guide. 

Evaluation of proposals will take place from 21 June – 2 July 2004..

After the completion of the evaluation all proposers, regardless of the outcome of the evaluation, will receive an Evaluation Summary Report (ESR) giving the opinion of the evaluators on their proposal. Current planning is that these reports will be sent out by the end of July 2004.

The Commission plans to inform proposers of the outcome of the evaluation and selection process within four months after the deadline for submission of proposals. At this time, proposers will be either invited to enter into negotiation, will be placed on a reserve list for entering into negotiations if budget remains available after the conclusion of grant agreements for the first category of selected proposals, or will be notified of rejection of their proposals.

If the proposal has been successful in the evaluation and has been retained for possible funding, proposers will be invited to begin negotiation. This will involve a number of meetings that will take place in Brussels.

Proposers should familiarise themselves well before these meetings with the content of the model grant agreement for eTEN projects and its annexes. This grant agreement can be downloaded from the eTEN Web site (see Annex 8).

Before negotiations can begin, the Commission will request certain legal and financial information
 from participating organisations. In particular the Commission will ask for proven copies of the documents which legally establish each organisation which is in the consortium and proven copies of the previous two years’ certified accounts. At this point the financial information provided in part A5 of the proposal submission package will have to be substantiated by means of Contract Preparation Forms. All participants should familiarise themselves at an early stage of writing the proposal with the documentation they will need to provide if they are successful, and the co-ordinator must ensure on behalf of the consortium that the correct documentation will be sent to the Commission promptly at the start of negotiations. The documentation required will be described in the Guide for preparation of grant agreement. This guide will be available for download from the eTEN website before the close of the call.
The Commission aims to finalise negotiations with the selected proposers within eight months after the deadline for submission of proposals.
The project may begin work as soon as the Commission Decision is made and the grant agreement is signed by the co-ordinator and the Commission.

In the event of unsuccessful negotiations among the initially-selected proposers, or the conclusion of negotiations at a lower level of funding than originally anticipated, proposal co-ordinators from a short reserve list of proposals may be contacted to begin negotiations. 
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Annex 1:  Proposal forms A1-A5 and instructions

	Proposal Number1
	
	Proposal Acronym2
	


	General Information on the Proposal

	Proposal Title3
(max. 200 char.)
	

	Action Type  4
	
	Call and Theme  Identifier5
	

	Project phase duration 6
	
	Project phase cost0
	

	Requested EC Contribution in EUR8
	
	Total investment cost in EUR9
	

	Free keywords10
	

	Abstract11(max. 2000 char.) 

	


	Proposal Number1
	
	Proposal Acronym2
	


	Information on Participants

	Participant number28
	
	Participant role29
	
	Linked to participant30
	

	Participant organisation

	Organisation legal name12
	

	Organisation short name13
	

	Legal address

	PO Box14
	
	Postal Code14
	
	Cedex14
	

	Street name and number14
	

	Town15
	
	Country15
	

	Internet homepage
	

	Legal Status GOV, INO, JRC, PUC, PRC, EEIG, PNP 16
	
	Number of  employees17
	
	Annual turnover18
	
	Annual Balance sheet total19
	

	Is the organisation a Small or Medium-Sized Enterprise (SME)?20 
	YES/NO
	

	Are there dependencies between  the organisation and (an)other participant(s) ?21
	YES/NO
	

	If yes, participant number
	
	If yes, participant short name
	

	Character of dependence SG, CLS, CLB22
	
	

	If yes, participant number
	
	If yes, participant short name
	

	Character of dependence SG, CLS, CLB22
	
	

	If yes, participant number
	
	If yes, participant short name
	

	Character of dependence SG, CLS, CLB22
	
	

	Person in charge23

	Name
	
	First name(s)
	

	Title24
	
	Sex: Female=F, Male=M25
	

	Department/Faculty/Institute/ Laboratory name
	

	Address (if different from above)

	PO Box14
	
	Postal Code14
	
	Cedex14
	

	Street name and number14
	

	Town14
	
	Country15
	

	Phone 126
	
	Phone 226
	

	e-mail
	
	Fax26
	


	Previously submitted similar proposals or signed contracts?27
	YES/NO
	
	

	If yes, programme name(s) and year 
	

	If yes, proposal number(s) or contract number 
	


	Proposal Number1
	
	Proposal Acronym2
	


	Financial Information

	
	
	
	
	
	Total

	Participant role °29
	No 28
	Linked to
	Short name
	Person days
	Personnel
	Durable

Equipment
	Consumables
	Travel
	Computing
	Subcontracting
	Other specific costs
	Overheads
	Costs
	Cost

model
	Requested Community Contribution31

	CO
	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	CO
	1
	
	Co-ordination
	
	
	
	
	
	
	
	
	
	
	
	

	CO
	1
	
	CO Total
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	(Sub-)Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Please use additional copies of form A3 if the number of lines is not sufficient


Form A3: page … of ….

	Proposal Number
	
	Proposal Acronym
	


	national authority

	Name of the authority32
	

	Country5
	

	Contact person for the authority33

	Name 
	
	Position
	

	Telephone No26
	
	Fax No26
	

	Email
	

	Date of the agreement
	
	Method  of the agreement34
	

	Comments (maximum 2000 characters) 35
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We confirm our agresment with the submission of this eTEN proposal and the correctness of the figures above.
Dat
11-Mar-2004

Signature:




How to complete the proposal submission forms A1-A5

Introduction

This section provides guidance on how to complete the attached administrative forms. These forms will be an integral part (‘Part A’) of your proposal.

Proposers are urged to use the electronic tools for offline preparation of forms A1-A5 available on the eTEN website in early March 2004 see http://www.europa.eu.int/eten). Of the forms generated by means of these tools, paper copies should be printed and included into the submission package. Please note that there is no possibility for electronic submission of the proposals and the evaluation will be carried out using the paper copy of Part A and Part B. (see also: Submission procedure → Preparing a proposal)

How to complete the forms

· The co-ordinator fills in forms A1, A3 and A4

· The participants (Co-ordinator, beneficiaries and members) fill in one A2 form each.

· The co-ordinator and beneficiaries fill in one A5 form each

· Subcontractors are not required to complete any forms. 

The co-ordinator’s legal representative must sign and date the acknowledgement of receipt form.

The paper forms will be machine-read at the Commission, so to avoid misreading of your proposal details, we would kindly ask you to read and follow these notes carefully. Please keep all forms as clean as possible and do not fold, staple or amend them with correction fluid. Enter your data only in the white space on the forms, and do not type outside the boundaries as the data then may be truncated in the Commission’s database. For questions requiring a choice between different boxes, please enter X in the appropriate space. You may find it easier to do this by hand in black ink, rather than try to line up a single typed character. For numbers, please round to the nearest integer. Do not insert any character or space to separate the digits in a number. Please remember to indicate the proposal short name (acronym) in all sheets of the forms (part A) where indicated, and on every page of the other parts, including any annexes. All costs must be given in EUR (and not kilo EUR) and must exclude value-added tax (VAT).

Forms A1-A4: Explanations (Field numbers refer to forms)
1 Proposal number

The proposal number will be assigned by the Commission on submission so Please leave the field empty.

2 Proposal Acronym

Provide a short title or acronym of no more than 20 characters, to be used to identify the proposal. The same acronym should appear on each page of the proposal (part A and part B) in order to prevent errors during its handling.
3 Proposal Title

Give a title no longer than 200 characters that should be understandable also to the non-specialist in your field.
Action Type

Insert the project phase, either:

   MV
(market validation),

    ID
(initial deployment)

or SA
(support action).
4 Theme identifier

For action types MV and ID please insert the identifier(s) (one letter and one number) for the theme(s) your proposal addresses. The themes are mentioned in the eTEN call text 2004/1:

T1  (eGovernment)

T2  (eHealth)

T3  (eInclusion)

T4  (eLearning)

T5  (Trust and Security)

T6  (SME’s)

5 Project phase duration

Please insert the duration of your project in months.

· For market validation projects, the typical duration is 18 months.

· For initial deployment projects, the typical duration is 36 months.

· Support actions are not foreseen to extend beyond 36 months. 

Durations can be shorter than this.

6 Project phase cost

Please insert the estimated cost for your project (market validation, initial deployment or support action). The cost should be expressed in EUR, rounding up to the nearest EUR. 

7 Requested EC contribution

Please insert the EC contribution requested for your project (market validation, initial deployment or support action). The cost should be expressed in EUR, rounding up to the nearest EUR.

The maximum EC contribution for market validation and initial deployment projects is 10% of the total investment cost for the project.

1) For market validation projects the EC contribution is 50% of the cost of the project phase, subject to the maximum stated above.

2) For initial deployment projects that:

i) have not been preceded by a market validation phase funded by the Commission, the EC contribution is 10% of the cost of the project phase, subject to the maximum stated above.

ii) have been preceded by a market validation phase funded by the Commission, the EC contribution is 10% of the cost of the project phase, less the Community contribution of that market validation phase, subject to the maximum stated above.

3) For support and co-ordination actions, requests of EC contribution of more than 300.000 EUR will require special justification.
8 Total investment cost

Please insert the total investment cost for your project in EUR. Instructions on how to calculate the total investment cost can be found in Annex 4.  Please note that these instructions need to be followed strictly.
9  Free keywords

This allows you to freely choose keywords describing your project (maximum 100 characters including spaces, commas, etc.).

10 Abstract

You should not use more than 2000 characters, including spaces and punctuation. The abstract should, at a glance, provide the reader with a clear understanding of the objectives of the proposal and how the objectives will be achieved and their relevance to the objectives specified in the eTEN Work Programme 2004. It should describe what the proposed service is, who are the users, who will implement it, what is the technology used and whether the service proposed is a new service or an improvement to an existing service.  This summary will be used as the short description of the proposal in the evaluation process and in communications to the programme management committees and other interested parties. It must therefore be short and precise. Please use plain typed text, avoiding formulae and other special characters. If the proposal is written in a language other than English, please include an English translation of the proposal abstract in part A.

11 Organisation legal name

Official name of participant organisation, i.e. the name under which the participant is registered in the official trade register.

12 Organisation short name

The short name chosen by the participant for this proposal (and other EU-funded projects, if appropriate). This should normally not be more than 20 characters and the same should be used for the participant in all documents relating to the proposal.

13 Address data

Fill in only the fields forming your complete postal address (e.g. if the P.O. Box is sufficient, you do not have to give a street name). If your address is specified by an indicator of location other than a street name and number, please insert this instead. 

14 Town and Country

Insert the name of the town and country as commonly used. Include the official country code. (See annex 9).

15 Legal status

Please insert only one abbreviation from the list below, according to the following explanations:

GOV:
Governmental
(local, regional, national, public or governmental organisations e.g. libraries, hospitals, schools.  

INO:
International Organisation
(i.e. an international organisation established by national governments);

JRC:
Joint Research Centre
(the Joint Research Centre of the European Community);

PUC:
Public Commercial Organisation
(i.e. commercial organisation established and owned by a public authority);

PRC:
Private Commercial Organisation including Consultant
(i.e. any commercial organisations owned by individuals either directly or by shares);

EEIG:
European Economic Interest Group;

PNP:
Private Organisation, Non Profit
(i.e. any privately owned non-profit organisation).
Please note: If the organisation is a European Economic Interest Group you have to add a sheet to  the consortium description in part B of the proposal listing the members of the group (legal names, addresses, dependencies). This is necessary to verify if the proposal meets the eligibility criterion of minimum partnership.

16 Number of employees

Please indicate the number of employees in full-time equivalent in your organisation at the moment of the proposal submission.

17 Annual turnover

This field does not have to be filled out by universities or other public organisations. For other organisations, information from the most recent accounting year should be used. Please express the annual turnover in whole EUR. The figure should be for the legal organisation as a whole, not just the department carrying out the work.

18 Annual Balance Sheet total

This field does not have to be filled out by universities or other public organisations. For other organisations, please indicate the total assets or total liabilities according to the latest balance sheet of your organisation. The figure should be for the legal organisation as a whole, not just the department carrying out the work.

19 Small or Medium Sized Enterprise (SME)

To be regarded as an SME, your organisation must have:
· less than 250 full time equivalent employees

and 

· an annual turnover not exceeding EUR 40 million or an annual balance sheet total not exceeding EUR 27 million, 

and 

· must not be controlled by 25% or more by a company which is not an SME (on the issue of control, see note 21). 

If all the above conditions apply to the organisation insert YES, otherwise NO. 

20 Dependencies between participants

Two participants (legal entities) are dependent on each other where there is a controlling relationship between them:

· A legal entity is under the same direct or indirect control as another legal entity, 

or

·  A legal entity directly or indirectly controls another legal entity, 

or

· A legal entity is directly or indirectly controlled by another legal entity.

Control:

Legal entity A controls legal entity B if:

· A, directly or indirectly, holds more than 50% of the share capital or a majority of voting rights of the shareholders or associates of B, 

or

· A, directly or indirectly, holds in fact or in law the decision-making power in B

Direct or indirect holding of more than 50% of the nominal value of the issued share capital in a legal entity or a majority of voting rights of the shareholders or associates of the said entity by public investment corporations, institutional investors or venture-capital companies and funds shall not in itself constitute a controlling relationship.

Ownership or supervision of legal entities by the same public body shall not in itself give rise to a controlling relationship between them.

21 Character of dependence

Insert the appropriate abbreviation according to the list below to characterise the relation between your organisation and the other participant(s) you are related with:

SG:
Same group: if your organisation and the other participant are controlled by the same third party

CLS:
Controls: if your organisation controls the other participant

CLB:
Controlled by: if your organisation is controlled by the other participant

22 Person in charge

Please insert in this section the data of the main project manager or team leader in charge of the proposal for the participant. For participant number 1 (the co-ordinator), this will be the person the Commission will contact concerning this proposal (e.g. for additional information, invitation to hearings, sending of evaluation results, convocation to negotiations).

23 Title

For example: Prof., Dr., Mr., Ms., etc.

24 Sex

This information is required for statistical purposes. For the person in charge please indicate with an F for female or an M for male as appropriate. 
25 Phone and fax numbers

Please insert the full numbers including country and city/area code. Example +32-2-2991111.

26 Previously submitted proposals or signed contracts

If your organisation has previously submitted proposals to or signed contracts with eTEN or other Community programs please indicate the programme name and year and proposal numbers or contract numbers. 

27 Participant number

The number allocated by the consortium to the participant for this proposal. The co-ordinator of a proposal is always number one. 

28 Participant role

Please use the following abbreviations: CO (Co-ordinator), CR (Beneficiary), MB (member). For the definitions, see this Guide paragraph II.2 (Consortium Composition) 

29 Linked to participant

If your organisation is a member, please indicate the number of the participant it is linked to.

30 Requested Community contribution and cost models

The Community grant to be requested for a proposal depends on the cost model applicable to each participant and on the costs for the different activities. Maximum contributions as percentage of the respective costs are as follows:

	
	Maximum grant as percentage of full costs (MV) or estimated total investment cost (ID)

(participants applying the FC or AC model)

	Market Validation projects
	50%

	Initial Deployment projects
	10%

	Support Actions 
	less than 100% of eligible costs


The cost models to be applied by the participants must be chosen according to the following instructions:
FC:
a full-cost model in which all actual and eligible direct and indirect costs may be charged to the grant agreement. This model is the default model applicable to all proposals.

AC:
an additional cost model in which only eligible direct costs that are additional to the recurring costs and eligible indirect costs may be charged to the grant agreement. This model is only available to non-commercial or non-profit organisations established under private or public law and international organisations which do not have an accounting system that allows the share of their direct and indirect costs relating to the project to be distinguished.

More information on the cost models can be found in the model grant agreements.

The A3 form must be filled out for co-ordinator and all the participants, taking into account all the cost categories allowed in the eTEN grant agreement. For further description of the cost categories and cost models, please see Annex 4.

The figures should be expressed in EUR, rounded to the nearest full amount.

For the co-ordinator, please fill out the other project related costs on the first row, and the co-ordination-related costs (see the further definition in Annex 4) separately. Please also sum up the total co-ordination costs on the third row.

31 Name of the authority

Please indicate the name of the national authority that has given you the national agreement for this proposal. The list of national authorities is published on the eTEN website.

32 Contact person for the authority

Please indicate the name and position of the contact person for the national authority you have indicated. 

33 Method of the agreement

Please indicate the method by which you have obtained the national agreement: oral or written.
34 Comments

Please indicate any comments on the national agreement you wish to bring to the attention of the Commission.

Form A5 (Financial Viability): Explanation
1. Introduction

The purpose of this document is to describe the methodology for the financial viability testing for the programme eTEN. It is concentrated on this special issue of the proposal preparation phase, evaluation phase and if successful in grant agreement preparation phase. 

The methodology used for the financial viability checking in eTEN is based on the same principles and tools as used by DG INFSO for other programmes, i.e. the IST programmes.

2. Methodology Summary

2.1 Objectives

The financial viability test has two objectives: 

a) To secure the financial contribution of the European Communities against loss in case of a project failure.

b) To make sure that all beneficiaries in a project have the necessary resources to perform their part of the project properly, completely and without unnecessary delays. The need to establish this before evaluation and conclusion of the grant agreement is based on past experience with projects that have been considerably delayed or completely failed, when one or more of their partners had to stop contributing or to withdraw, when their financial resources were consumed.

2.2 Scope of financial viability testing

For government agencies and public entities, it is generally assumed that they do not enter into contractual obligations without securing the budget necessary to perform their tasks. Therefore, financial viability checking is not performed for these entities. An entity is considered public when 50% or more of its share capital is owned by public organisation.

For private legal entities, including private non-profit organisations, it is regular business to take certain financial risks. The Commission wants to establish in advance, how big the risks of the private partners are, and therefore performs financial viability tests on these organisations. This is regardless of whether the private organisation is commercial or non-profit.

2.3 Methodology

For each participant, three steps have to be done in the financial viability testing procedure:

(1) Collection of data

(2) Analysis of financial data

(3) Judgement and recommendations

The three steps are described in some detail in the subsequent sections.

2.3.1. Collection of data

The basic information on the financial situation of the partners shall be taken from their audited or published balance sheets and profit and loss statements. This information shall be delivered by the beneficiaries in the structure of the A5 form, signed and stamped by their Financial Officer. To produce A5 form, beneficiaries should consult the financial viability tool (FVT) available on the eTEN website. Each beneficiary should insert in the financial viability tool their most recent basic information on the financial situation taken from their audited or published balance sheets and profit and loss statements. Having inserted the information, the beneficiary should print a paper copy of the A5 document prepared with the tool and include this into the submission package together with other requested A1-A4 contract preparation forms.
It should be noted that during the grant agreement preparation phase additional supporting information should be provided and supported by appropriate evidence. Partners involved in IST or other European shared-cost projects should provide accurate and updated information on the total of their own contribution in all on-going projects during the duration of eTEN project time period. 

2.3.2. Analysis of financial data

The Financial Viability Tool (FVT) tools provide a risk analysis which concentrates for each legal entity on two risk factors :

(i) the overall financial situation; a weak financial situation may indicate an increased risk of bankruptcy therefore requiring security for the Commission’s pre-financing.

(ii) the co-financing capacity; weak co-financing capacity indicates that a legal entity may not be able to fulfil it’s contractual obligations for the execution of the work (unless alternative resources are made available to them and excluded from the analysis can be demonstrated).

2.3.3. Judgement and recommendations

Essentially three situations that need attention can be distinguished: weak financial evaluation, weak co-financing evaluation and weak financial and co-financing evaluation.

Proposers should note that if one of the parameters is weak, this does not necessarily mean the partner will be excluded. There might be good reasons, form the project point of view, to have that organisation involved although protective measures may be needed in the form of financial guarantees or reduced participation.

In the case of weak financial evaluation there is a specific risk that beneficiaries will not be in a position to work under the going concern principle. This implies an increased risk for the Commission that pre-financing will at the later stage not be regularised through occurred expenditure. As a result, the Commission may require financial protective measures which may include a financial guarantee for the advance payment, withholding the advance payment or confirmation of a sufficient capital increase. In any case, a consortium partner with a weak financial position will not be accepted as co-ordinator.

Beneficiaries with a weak co-financing capacity will be requested to show that they have additional financial resources sufficient to finance their share of the project costs. Such resources can stem from shareholder loans, recent increase in capital or guarantees of a parent company to provide the necessary resources to its affiliate in case the latter would fail to comply with its contractual obligations. It could also stem from the companies’ own resources, in the case that the net worth is larger than the organisation’s share in projects/proposals. Beneficiaries, who fail to provide justifications acceptable to the Commission, will have their participation reduced substantially in line with their estimated financial co-financing capacity and, in extreme cases, will not be allowed to participate.

During the contract negotiation phase, the Commission will use the web based tool and certified data to examine the finances of potential beneficiaries in more detail. The beneficiaties will be required to submit to the Commission data that can be uploaded into the tool.

It is on the Commissions use of the FVT and the verification of the data supplied that any final decision on participation in the eTen programme will be made.

Annex 2: Templates for Proposals part B

Annex 2.1.: Market validation and initial deployment projects

The project description in part B should demonstrate the proposed service fulfils the objectives of the programme.

The purpose of this part of the proposal is to demonstrate that:

· You have understood the requirements of the eTEN programme as defined in the eTEN Work Programme 2004

· The Trans-European impact of the project has been identified

· Your service is based on existing technology

· A prototype service already exists

· You know your customer base and possible competing services

· You have assessed the relevant risks

Part B consists of the following main sections and subsections:

1. Overall project description

2. Project workplan and financing

3. Annexes

· Gantt chart

· Work packages

· Deliverables list

· Milestones (for Initial Deployment projects only)

· Investment plan

The requirements for market validation projects and, deployment projects concerning each section of Part B are set out below.

Template for proposals part B (Market Validation and Initial Deployment

Title page

Please start with a title page with the following information:

· eTEN call identifier

· Proposal acronym

· Date

· Theme(s) addressed (please see eTEN Work Programme)

Executive summary

For market validation and initial deployment proposals, please start your proposal with a short executive summary (maximum one page) summarising the central elements of your proposal and the existing results. The summary should include the description of the service or supporting action proposed, technology utilised, who will implement the service or supporting action, who will use the service and when it will be put into service.

SECTION 1: Project description and technical details

1.1. Overall Project Description

Market validation proposals:

· Describe the starting point of the work and state of affairs in the respective service environment (describe the competing / existing services). It is expected that the starting point of the market validation project is based on the availability of an already existing prototype service.

· Describe who would use the services

· Provide a clear and concise description of the services to be validated from the users’ point of view

· Provide a clear quantification of how many users in each test site are participating in the validation trials

· Provide a clear timing (normally duration of each trial is 2-3 months) for validation trials and an explanation of how many trials are planned to be executed during the validation in each test site

· It is expected that during the first 3 months of the project, a basic market analysis including competition and user requirement analysis are to be finished and market validation trials can start at the latest on month 3 of the project

· Provide a clear dissemination plan for two dissemination workshops (month 9 and month 18) including peer reviews and screening of possible business partners

· Explain what would be the benefit of the services to be validated to the users.

Initial deployment proposals:

· Provide a clear and concise description of a service that has been already developed from the users’ point of view

· Describe what is the starting point for the work to be carried out and the state of affairs in the respective service environment (describe the competing / existing services)

· Describe the work already carried out to validate the service (validation mechanisms used, benefits of the service to users, e.g. results of user surveys)

All types of proposals:

· Describe clearly the objectives of the project and the expected outcome

1.2. Structure of the consortium

Please present the consortium and the participants of the consortium, clearly indicating the co-ordinator and the role of each participant in the proposed project.

The role of co-ordinating partner is important in eTEN consortium. The co-ordinator is subject to supplementary rights and obligations towards the Commission, due to his functions as liaison between the participants and the Commission, being responsible for collecting, integrating and submitting project deliverables, and for distributing the funds received from the Commission.  In particular, the co-ordinator may charge to the project the cost of administrative staff involved in these tasks. It should be noted that the successful management of the project is a common commitment of all the participants. In addition the co-ordinator must possess sufficient financial resources to carry not only the administrative but also the technical part of its work during the market validation and especially in initial market deployment stage. It is expected that in eTEN projects the co-ordinator is the key organisation in the project being responsible for deployment of the service in the market.

The composition of the consortium should be justified, in terms of presenting its capabilities for the tasks to be carried out in the project phase and in terms of its capabilities for laying down the consortium for the deployment phase.

If a structural change of partnership is expected to take place for the deployment phase, this should be explained.

Please also explain any existing working relationships between the participants and any possible legal basis for the co-operation (co-ownership, memorandums of understanding, Licensing agreements, IPR or membership agreements or other types of consortium agreements).

In the case of a European Economic Interest Group you must add a sheet to part B of the proposal listing the members of the group (legal names, addresses, dependencies).

1.3. Description of the common interest nature of the proposed service

For market validation and initial deployment proposals, the proposal needs to explain clearly which area(s) of common interest (see the themes described in the eTEN Work Programme 2004) is/are addressed in the proposal. Furthermore the proposal needs to explain clearly how it meets the objectives of eTEN programme as described in the Work Programme.

Please refer to the definition of  “service of common interest” in the eTEN Work Programme.

1.4. Trans-European dimension

For market validation and initial deployment proposals, the consortium must demonstrate its ability to support the trans-European deployment of the proposed service. Possible barriers for Trans-European deployment should be outlined together with the methods by which they will be addressed. The role of each of the consortium partners in different Member States should be described. Additionally the reason for selecting these particular countries for the market validation or initial deployment of the proposed service must be given.

1.5. Contribution to EC policies
For market validation and initial deployment proposals, please explain how they contribute to the overall goals of the EC policies (e.g. quality of life, health and safety, improving new skills and employment prospects, improving the competitiveness of the SMEs, preserving the environment).

You should also show how the project would contribute to one or more of the following objectives: 

· interactive public services 

· eServices within culture or tourism, 

· EU policies relating to internal market (including the interconnection and interoperability of national networks and services and linking the remote regions to central regions).

Proposals addressing problems connected with standardisation or regulation, should explain what these problems are and how you plan to address them.

1.6. Long-term viability of the proposed service
Market validation and initial deployment proposals, describe the target users of the proposed service and estimate the size of the target population. You should explore the reasons why the users would want to use the proposed service, outlining such supporting evidence you have for this (eg. market studies etc…)

The process for satisfying a user need should also be presented by two explicit examples (“reference scenario”), showing the actors involved, how they interact, and (briefly) what technology applies. In this example, the benefits of the service should be described by making a comparison to the present situation where the service will be introduced.

In cases where the further development of the proposed service  depends on external factors, such as political decisions, legal restrictions, certifications, product dependencies etc… these factors must be declared and assessed. 

1.7. Technical approach
The proposals for market validation and initial deployment projects should clearly describe the state of the art of the technologies and their application for the field covered by the proposal. Remember that there should be no outstanding research and development work needed for delivery of the technical solution underlying the proposed service. Minor customisation adapting the service for validation conditions is all that can be accepted within the eTEN Project (e.g. localisation or work needed to conform to the requirements of national legislation).

If there are any outstanding development or customisation activities required, these must be clearly described in detail together with the reasons for their necessity. Remaining development work must be done before start of the market validation phase and financed fully by the beneficiaries themselves. Proposals requesting funding for extensive development work are unlikely to be successful.

The architecture of the system should be clearly described, identifying the main building blocks.

The technology components (and products) need to be clearly identified (hardware/software) and other systems which already exist and which will be the basis of the product or service have to be described.

It is understood that market validation of a service is an iterative process and hence the results obtained during the first set of trials are fed into next phase of the trials.

In the case of initial deployment proposals, the proposer should provide evidence that the service is already available (e.g. a reference to website or to the service manager, etc.). This information will not be consulted during the initial evaluation of the proposal but will be taken into consideration by the Commission during the preparation of the short-list for invitation to negotiation.

1.8. Interoperability
The main standards being used in a market validation or initial deployment project need to be identified. The proposal must (where applicable) clearly identify where a proprietary approach is used and the reasons for its use. The proposal must clearly state how interoperability between products and services from different vendors will be ensured.

SECTION 2: Project workplan and financing

2.1. Project workplan

Certain contents of the proposal annex are essential:

· For each work package, a work package table must be included.

· A deliverables list must be included 

· For Deployment project proposals a milestone list must be included 

· A Gantt chart is required for all proposals

Please take the following aspects into account:

· Each Work Package must contribute to the objectives of the project

· A description of each work package has to be provided.

· Please present the results of each Work Package 

· Please use the templates below to describe the Work Packages and the deliverables.

· Please note that some reports are required from the project contractually (quarterly reports, monitoring reports, project review report and a periodic report (for cost claims) as described in the eTEN model grant agreement. The final report, or at least an edited version of it, should be made public.

· For initial deployment projects, milestones need to be described. These are significant points in time in the project lifecycle where one or several major tasks have been completed and a decision to continue or to stop needs to be made. Please use the template in Annex 2.1 to describe them.

· Regarding the timetable, please note that the maximum duration for market validation is 18 months, and the maximum duration for initial deployment projects is 36 months

2.2. Management of the project 

For all types of proposals, please describe the organisation and management structure of the project, procedures for reaching internal consensus, handling of the results (including confidentiality, exploitation, possible IPR issues, etc…). A description of quality control procedures or methods together with conflict resolution mechanisms to be used in the consortium must be included.

Please note that a condition of the eTEN grant agreement prohibits subcontracting of the project co-ordination work.

2.3. Financial aspects

2.3.1. Project budget

This section describes the overall budget for the project. Details of how the costs are calculated are provided in the part A3.  These details need not be repeated here. However, the following information is needed for all types of proposals:

· Total budget for the project

· Total number of person-days to be used

· Actual daily rates used in calculation

· The total personnel costs

For initial deployment projects the following information is needed:

· The projected revenue on a yearly basis, specifying the underlying assumptions

· Provisional profit and loss forecasts for the first 5 years of service exploitation (except in the case of services by public administrations)

· The contribution of each partner to the project in terms of contribution and the percentage of the project budget

The calculation of  the estimated total investment costs is described in detail in Annex 4 to this Guide.

Please note that in the case of market validation and initial deployment proposals, the Community contribution can be at the maximum 10% of the estimated total investment costs.

2.3.2. Effects of EC funding

For all types of projects, please describe clearly the reasons why the EC funding is necessary to successfully launch the project. Please state clearly why private sector or public entities involved in the project are not prepared to provide all the resources needed to execute the project. Please also describe whether you have made attempts to obtain external funding from other sources. 

2.3.3. Investment plan

Please use the template below.

Please see annex 4 to this Guide on how to calculate the investment costs.

Schedule and Timetable

Include Gantt chart here

Work packages

Work package table

A table summarising the time and person-days allocated for the implementation of each work package and deliverables. Note that the figures in this table must equal the corresponding figures in the cost breakdown table. 

	Work package No.
	Title
	Start Month
	End Month
	Deliverables
	Total

person-days per WP

	1
	Project Management
	t0
	t0+18
	X
	100-200

	2
	Market Analysis + Study
	t0+1
	t0+5
	X
	200-400

	3
	Adaptation and Localisation for Prototype
	t0+2
	t0+3
	X
	200-400

	4
	Market Testing & Trials
	t0+4
	t0+15
	X
	300-600

	5
	Draft Business Plan + Final Deployment Plan
	t0+1

t0+1
	t0+6

t0+18
	X
	200-300

	6
	Dissemination & Business Partner screening
	t0+1
	t0+18
	X
	100-200

	
	
	
	
	
	1100-2100


Note that the figures in this table are indicative providing only rough estimation of the range of distribution of resources in a typical eTEN market validation project.

Work package resources

A table summarising the person-days allocated by each participant (beneficiary or member) for the implementation of each work package. Note that the figures in this table must equal the corresponding figures in the cost breakdown table. 

	
	Participant 1 


	Participant 2 
	Participant 3

-
	Participant 4


	Total

person-days per WP

	WP1
	
	
	
	
	

	WP2
	
	
	
	
	

	WP3
	
	
	
	
	

	WP4
	
	
	
	
	

	WP5
	
	
	
	
	

	WP6
	
	
	
	
	

	Total person-days per Participant
	
	
	
	
	


Use one table for each Work Package 

	WORK PACKAGE No. 
	

	 Title:
	 

	WP Leader:
	
	

	Start month: 
	
	End month  
	

	Total person-days  per work package:
	
	

	Total person-days per participant
	
	

	Participant 1 Name: [number of person-days]
	
	

	Participant 2 Name: [number of person-days]
	
	

	
	
	

	
	
	

	Objectives and approach
Provide a concrete description of the objectives to be achieved within the work package and how these objectives will be pursued. Use quantifiable and verifiable elements. Refer to the tasks to be carried out (see below).

	Tasks
List all tasks in the work package. State the participant responsible for each task. State the amount of effort (in person-days) per participant and task. A table may be used.

	Results

List results of work package 

	Deliverables

List Deliverable Numbers and Titles. Detailed deliverable descriptions are not needed here.

	Contribution to Project Objectives 

Describe how the WP and its deliverable(s) should contribute to the project objectives.


Deliverables list

Complete the following table for all projects

	Deliverables

	Due date
	Deliverable No
	Type  

(a)
	Distribution

(b)
	WP Ref.

(c)
	Title and short description

	Quarterly 
	
	R
	
	
	Quarterly monitoring report

	To be arranged 
	
	R
	
	
	Project Progress Report 

	End of project  
	
	R
	P
	
	Final Public Deliverables 

	
	
	R
	
	
	Business Plan 


Notes
(a)
PR = Prototype; RE = Report; SP = Specification, OT = Others.

(b)
P = Public, for wide dissemination (public deliverables shall be of a professional standard
       in a form suitable for print or electronic publication); 


C = Confidential, limited to project participants. Irrespective of the status, all reports and
       deliverables must be made accessible to the other project participants and responsible
       EC services.

(c)
Corresponding to the specific WP they refer to. 

Milestones  - Initial Deployment Projects Only

Complete a table for each of the milestones

	MILESTONE Nr.  _________ / Title:  ____________________________





Planned month: t0 + …
Cost of the investment to reach the milestone (per participant):



	Deliverables available for the milestone:

Criteria for go/no go decision:
Investment components necessary to achieve the milestone:

- equipment

- training

- software

- contents

- other (to be specified)


Investment Plan 

The investment cost of the initial deployment / market validation  projects is equal to the sum of the purchasing and/or production costs (based on invitation to tender) of all inputs, whether physical or not, that have to be put together for the project to become operational.  

Specific studies and validation exercises could be included. Research and Operating costs are excluded, as well as any other costs incurred before or after the period covered by EC grant agreement.  

The projected investments need to be specified by milestone. The table below should be used to provide this information.

	
	MS16
	MS2
	MS3
	MS4
	MS5
	MS6
	MS7
	MS8
	TOTAL

(EUR)

	Categories of cost :
	
	
	
	
	
	
	
	
	

	Specific Studies and Validation exercises

(specify)
	
	
	
	
	
	
	
	
	0

	Immaterial Investment

(specify by category)
	
	
	
	
	
	
	
	
	0

	Equipment

(specify)
	
	
	
	
	
	
	
	
	0

	Other material investment

(specify)
	
	
	
	
	
	
	
	
	0

	
	
	
	
	
	
	
	
	
	

	TOTAL

Investment for the initial market deployment
	0
	0
	0
	0
	0
	0
	0
	0
	0

	% EU Contribution
	
	
	
	
	
	
	
	
	0

	Partners’ contribution in kind
	
	
	
	
	
	
	
	
	0

	Partners’ contribution in cash
	
	
	
	
	
	
	
	
	


6 Milestones as from start of the project. Milestones are compulsory only for initial deployment projects.

Annex 2.2. : Support and Co-ordination Actions

In addition to the detailed technical information provided in Part B, a proposal must also contain a Part A, containing basic information on the proposal and the consortium making the proposal. The forms for Part A are provided elsewhere in this Guide. 

Template for Proposal part B: Support and Co-ordination Actions

Front page

'PROPOSAL PART B' in bold capitals

Proposal full title

Proposal acronym

Date of preparation

List of participants with co-ordinator first

Co-ordinator contact name

Co-ordinator organisation name

Co-ordinator email

Co-ordinator telephone

Co-ordinator fax

Contents page

Proposal summary page

Proposal full title

Proposal acronym

Summary of proposal objectives in order of importance (one sentence per objective).

Proposal abstract copied from Part A (if not in English, include an English translation).

B.1 Objectives of the proposed project

Describe the proposed project’s objectives. The objectives should be stated in a measurable and verifiable form. The progress of the project work will be measured against these goals in later reviews and assessments.  

B.2 Relevance to the objectives of the eTEN programme
Describe the manner in which the proposed project’s objectives contribute to the objectives of the eTEN programme.

B.3 Results and potential impact

Describe the results and impact of the proposed support action in the area concerned. Describe the exploitation and/or dissemination plans and show how they are adequate to ensure optimal use of the project results, where possible beyond the participants in the support action. Describe the added value in carrying out the work at a European level, indicate what account is taken of other national or international activities. 

B.4 The consortium and project resources

Describe the role of the participants and the specific skills of each of them. Show how the participants are suited and committed to the tasks assigned to them, show complementarity between participants to generate added value with respect to the eTEN programme. Describe the resources, human and material, that will be deployed for the implementation of the project. Demonstrate how the project will mobilise the critical mass of resources (personnel, equipment, finance…) necessary for success; show that the overall financial plan for the project is adequate.

B.5 Project management

Describe the organisation, management and decision making structures of the project. Describe the plan for conflict resolution in the consortium.

B.6 Workplan
This section should describe in detail the work planned to achieve the objectives of the proposed project. An introduction should explain the structure of this workplan and how the plan will lead the participants to achieve the objectives. It should also identify significant risks and contingency plans for these. The workplan should be broken down to Work Packages (WPs) which should follow the logical phases of the project, and include management of the project and assessment of progress and results. Essential elements of the plan are:

	
	a)
	Workplan introduction – explaining the structure of this plan and the overall methodology used to achieve the objectives

	
	b)
	Work planning, showing the timing of the different WPs and their components (Gantt chart or similar)

	
	c)
	Detailed work description broken down into Work Packages

	
	Work Package list (use Work Package list form below)

	
	Description of each Work Package (use Work Package description form below, one per Work Package)

	
	Deliverables list (use Deliverables list form below)

	
	Note: The number of Work Packages used must be appropriate to the complexity of the work and the overall value of the proposed project. Each Work Package 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 project).  The planning should be sufficiently detailed to justify the proposed effort and allow progress monitoring by the Commission – the day-to-day management of the project by the consortium may require a more detailed plan.


Schedule and Timetable

Include Gantt chart here

Workpackages

Work Package list 

	Work-package
No

	Work Package title
	Lead 
beneficiary
No

	Person-months

	Start
month

	End
month

	DeliverableNo


	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	TOTAL
	
	
	
	
	


Work package description - use one for each Work Package 

	WORK PACKAGE No. 
	

	 Title:
	 

	WP Leader:
	
	

	Start month: 
	
	End month  
	

	Total person-days  per work package:
	
	

	Total person-days per participant
	
	

	Participant 1 Name: [number of person-days]
	
	

	Participant 2 Name: [number of person-days]
	
	

	
	
	

	
	
	

	Objectives and approach
Provide a concrete description of the objectives to be achieved within the work package and how these objectives will be pursued. Use quantifiable and verifiable elements. Refer to the tasks to be carried out (see below).

	Tasks
List all tasks in the work package. State the participant responsible for each task. State the amount of effort (in person-days) per participant and task. A table may be used.

	Results

List expected results of the WP here.

	Deliverables

List Deliverable Numbers and Titles. Detailed deliverable descriptions are not needed here.

	Contribution to Project Objectives 

Describe how the WP and its deliverable(s) should contribute to the project objectives.


Deliverables list

Complete the following table 

	Deliverables

	Due date
	Deliverable No
	Type  

(a)
	Distribution

(b)
	WP Ref.

(c)
	Title and short description

	Quarterly 
	
	R
	
	
	Quarterly monitoring report

	To be arranged 
	
	R
	
	
	Project Progress Report 

	End of project  
	
	R
	P
	
	Final Public Deliverables 

	M6
	
	R
	
	
	Business Plan 


Notes
(a)
PR = Prototype; RE = Report; SP = Specification, OT = Others.

(b)
P = Public, for wide dissemination (public deliverables shall be of a professional standard in a form suitable for print or electronic publication); 

    C = Confidential, limited to project participants. Irrespective of the status, all reports and  

    deliverables must be made accessible to the other project participants and responsible EC 

    services.

(c)
Corresponding to the specific WP they refer to. 

Annex 3: Acknowledgement of Receipt form

	[image: image3.wmf]
	EUROPEAN COMMISSION

Directorate-General Information Society 

Information Society Technologies

ETEN




Acknowledgement of Receipt form

	
	

	
	

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

	
	

	
	Fax number


The eTEN programme is pleased to acknowledge receipt of your proposal:

	To be completed by Proposal Co-ordinator

	Proposal title:

Proposal acronym:

Date:   ..........................

Signature of legal representative of the co-ordinator:  ...................................................................

e-mail-address for contact of the co-ordinator    ………………………………………………….

Telephone number for contact of the co-ordinator ……………………………………………….


	To be completed by Commission

	Date of reception

Time of reception

Proposal number


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

Your proposal has not yet been checked for eligibility. If eligible, your proposal will be evaluated and it is expected that the final result of the evaluation will be communicated to you within three months of the deadline for submission of proposals.

On behalf of the Commission we thank you for your proposal and your interest in the eTEN programme

Annex 4: Calculation of eTEN funding limits

Calculation Examples

The following example illustrates the application of the rules determining the maximum amount of funding. The example is simplified, and is using only total amounts for the cost categories. Proposers should keep in mind that in actual proposals the estimates have to be substantiated and detailed to allow verification.

At the time of negotiation of the grant agreement, partners will have to demonstrate that the "no profit rule" is observed by showing the forecast balance of expenditure and receipts.  The documentation required will be described in the Guide for preparation of grant agreement. This guide will be available for download from the eTEN website before the close of the call.
Example  - total investment cost:

In order to set-up the service, the total investment cost amounts to 10.000.000 EUR. The investment cost comprises a market validation and a study, investments in tangible assets and several categories of intangible investments. The total investment cost also comprises items that would not be eligible costs in a project, e.g. marketing campaigns. The investment cost are shown in the table below. 

	Investment categories
	Amount in €

	1. Specific studies and validation exercises
Market Validation:




500.000

Study: Legal aspects in Acceding Countries:
             500.000
	1.000.000

	2. Material Investment (purchase value)
	0

	Technical equipment
	5.000.000

	Durable office equipment
	500.000

	Other material investment

Print Shop Equipment




250.000
Call Centre Equipment




250.000
	500.000

	3. Intangible Investment
	0

	Marketing campaigns
	500.000

	Training
	500.000

	Acquisition/development of contents
	550.000

	Translations
	200.000

	Software integration
	550.000

	Software licenses
	500.000

	Legal issues and IPR
	100.000

	Set-up of organisational structure
	100.000

	Total Investment Cost
	10.000.000

	Maximum Funding for the entire project (10%) 
	1.000.000


As indicated in the last row of the table, the maximum funding for the service, regardless of the phases supported by eTEN, must not exceed the amount of 1.000.000 EUR. This limits the total funding of the entire service, comprising all phases funded by eTEN and all participants in the project.

Example #1 - Market Validation Proposal:

For this service, a proposal for a market validation project is presented. The eligible costs of the market validation amount to 500.000 EUR, as shown in the table below. In this example, all costs are shown in a single table; in a real proposal the costs have to be presented for each partner separately.

	Eligible Costs of the Market Validation Phase

	Cost category
	Amount €

	Personnel cost:
	250.000

	Subcontracting:
	50.000

	Durable equipment (depreciation charge):
	50.000

	Computing cost:
	50.000

	Overheads:
	100.000

	Total eligible costs
	500.000

	Maximum Phase Funding (50%)
	250.000 


As indicated in the last row of the table, the maximum funding for the market validation phase is limited to 250.000 EUR.  

In order to calculate the maximum allowable funding for the project phase, the two funding limits have to be taken into account.

	(1) Limit: 10% of total investment cost
	1.000.000 €

	(2) Limit: 50% of study cost
	250.000 €

	(3) Maximum allowable funding
	250.000 €


Example #2 - Initial Deployment without funded Market Validation:

Based on the same calculation of total investment cost, a proposal for the Initial Deployment Phase is presented below in the case where a market validation has not been funded by eTEN.

The total funding for the entire service is limited to 10% of the total investment cost, i.e. to 1.000.000 EUR.

An estimate for the eligible cost of the initial deployment project is presented in the table below.

	Eligible Costs of the Initial Deployment Phase

	Cost category
	Amount €

	Personnel cost:
	1.000.000

	Subcontracting:
	500.000

	Durable equipment (depreciation charge):
	6.000.000

	Computing cost:
	500.000

	Overheads:
	400.000

	Total eligible costs
	8.400.000

	Maximum Phase Funding (10%)
	840.000


As indicated in the last row of the table, the maximum funding for the initial deployment phase is limited to 840.000 EUR.  

In order to calculate the maximum allowable funding for the project phase, the two funding limits have to be taken into account.

	(1) Limit: 10% of total investment cost 
	1.000.000 €

	(2) Limit: 10% of phase cost
	840.000 €

	(3) Maximum allowable funding
	840.000 €


The maximum allowable funding for the initial deployment phase of the project is limited to 840.000 EUR.

Example #3 - Initial Deployment after funded Market Validation:

If a consortium presents a proposal for the Initial Deployment phase, after previous funding by the programme of the Market Validation phase, the funding received for the previous phase has to be taken into account for the funding limit calculated according to rule (1). As the total funding for the entire service must not exceed 10% of the total investment cost, the amount already received during the market validation has to be subtracted from the limit, to obtain the maximum amount allowed for the initial deployment phase.

The allowable funding limit for the initial deployment phase is calculated below:

	Limit: 10% of total investment cost 
	1.000.000 €

	Funding received for market validation
	250.000 €

	(1) Limit: allowable funding for initial deployment
	750.000 €


For this example, it is assumed that the estimated eligible cost for the initial deployment phase are the same as in the previous example (8.400.000 EUR), such that the funding limit calculated as a percentage of the eligible cost will also be the same (840.000 EUR).

In order to calculate the maximum allowable funding for the project phase, the two funding limits have to be taken into account.

	(1) Limit: 10% of total investment cost – validation funding
	750.000 €

	(2) Limit: 10% of phase cost
	840.000 €

	(3) Maximum allowable funding
	750.000 €


Annex 5: Characteristics of a good eTEN proposal

This section describes briefly the issues that the evaluators will consider when evaluating a proposal. The specific evaluation criteria used in the evaluation are defined in the Evaluation Guide and eTEN Work Programme 2004. 

Part B of the proposal describes the project activities. The following description gives general recommendations and is by not means a substitute for reading the evaluation criteria as contained in the above mentioned documents.

eTEN supports both market validation and initial deployment projects as well as support actions. The generic recommendations below are applicable to market validation and initial deployment projects. The recommendations concerning the deployment strategy and the validation methodology do not apply to proposals for support actions.

A good eTEN proposal has the following characteristics:

· It describes the service the project is validating (market validation projects) or deploying (initial deployment projects ) clearly and understandably :

· what the proposed service is

· who will use it

· how it works

· how much it costs

· how it will be taken into use and who are the users of the service.

· It describes the deployment strategy. 

· For market validation projects, the target is, if the validation is successful, to deploy the service, hence a description of the deployment strategy that follows the validation phase is required.

· For initial deployment projects, the deployment strategy described in the proposal must cover not only the initial deployment phase, but also the plans for full market deployment.

· It is backed by a strong, stable and committed consortium, with clearly defined roles for each partner.

· Has a complete and realistic work plan that is compatible with the requested budget.

· Has a clearly defined validation methodology.

In the following paragraphs, each of these points is discussed in more detail, giving recommendations to the proposers on where to invest time and effort when preparing a proposal. 

Ways to address the evaluation criteria in a proposal are described in Annex 6 to this Guide.

1. Service description

Before the proposer starts the preparation of a proposal, it must be clear who will be running the proposed service. The proposer should have a vision of whom the users of the service will be, the benefits the service will provide them and how they will value it. The proposer must also know how the service will be financed, how it will be implemented, and demonstrate a good knowledge of competing services. eTEN services should be based on existing technology. It should be possible to demonstrate the service at proposal time. Proposals should not include major product development effort, only minor customisation on the basis of user feedback and customising the service for trans-European use may be included.

Proposers should provide a context overview of related background, such as preceding national or EU or privately funded work (e.g. RTD activities, pilots, demonstrations).

2. Deployment strategy

The writing of a feasible deployment strategy requires the proposer to understand a number of issues involving the service:

· Legal and Financial Requirements Including Legal issues (IPR, licensing, etc) necessary investment, operating costs and revenues and financing sources.
· Operational requirements such as billing, provisioning and maintenance.

· Organisational Requirements for example. operational staff and organisational structure.

· Technical Requirements. These can include for example server platform (type, scalability, security) and interfaces to existing systems (e.g. ERP, CRM).

3. The Consortium structure

The ideal consortium for an eTEN project includes all the players in the value chain necessary for implementing the service, its set-up, deployment and operation. Different members of the value chain can be technology companies, service deployers, users and customers of the potential service.  In a well-structured consortium, all the participants must have the financial means to carry their co-financing share of the project and have adequate number of staff to implement the project. It is essential to have the adequate and skilled project management resources available.

The role of co-ordinating partner is important in the eTEN consortium. The co-ordinator is subject to supplementary rights and obligations towards the Commission, due to his functions as liaison between the participants and the Commission, being responsible for collecting, integrating and submitting project deliverables, and for distributing the funds received from the Commission.  In particular, the co-ordinator may charge to the project the cost of administrative staff involved in these tasks. It should be noted that the successful management of the project is a common commitment of all the participants. In addition the co-ordinator must possess sufficient financial resources to carry not only the administrative but also the technical part of its work during the market validation and especially in initial market deployment stage. It is expected that in eTEN projects the co-ordinator is the key organisation in the project being responsible for deployment of the service in the market.

It is essential for the consortium to have the necessary commitment for carrying out the project. Critical competencies in a consortium should not be subcontracted but carried out by the contractual participants of the consortium. (There are restrictions on subcontracting costs in an eTEN project, - see the description of the cost categories in the Annex 4 to this Guide). The consortium members should ensure that all consortium members have adequate financial and manpower resources to undertake their part of the work.

The eTEN 2003 Work Programme (section V) describes the nature of acceptable consortia. Consortium members should have clearly defined roles, the nature of which is discussed further in paragraph II.4 of this guide.

4. Workplan

A complete and realistic workplan describes all the necessary tasks and their relationship to the project objectives. It contains only the necessary tasks, and shows how the estimates for the effort for each of the tasks are produced. It provides a realistic timetable for the project and describes clearly the distribution of tasks and responsibilities between the partners. A clear role should be assigned to each of the partners in the project.

The content of the workplan is discussed in detail in Annex2 of this guide. 

5. The validation methodology

A market validation proposal must include a description of the means by which validation is to be achieved. The proposal will explain the starting point for the validation by stating the initial assumptions: the technical feasibility, organisation, customer or user groups, investments, costs, benefits and revenues etc. The proposal should also include a description of the validation methods (friendly user operation, surveys, peer reviews etc) and a definition of the validation criteria to be employed. In addition it will show how the validation population will be selected and engaged (e.g. conferences, workshops, mail shots….).

In addition to these general recommendations, a good eTEN proposal will naturally address each of the Commission's evaluation criteria. The criteria are divided into three different types, eligibility, selection and award criteria. The evaluation criteria are reviewed in Annex 6 which shows a mapping between them and the qualities of a good proposal. The criteria together with the description of the evaluation process are described more fully in paragraph IV of this Guide, the eTEN Work Programme 2004 and the Evaluation Guide.  

For proposals for supporting actions, please check from the eTEN Work Programme 2004 which criteria are applied.

Annex 6: Correspondence between evaluation criteria and proposal content

	Criterion Type
	Description
	Ways to address

	Eligibility
	Declaration of “sound business”
	Do not submit a proposal if your organisation is bankrupt, being wound up, subject to criminal charges etc (see eTEN Work Programme 2004). A submission of a proposal constitutes a declaration. At the negotiation phase, all this information concerning beneficiaries that are private organisations will be checked.

	Eligibility
	Timely arrival
	Make sure that your proposal arrives on time

	Eligibility
	Composition of the consortium  is in accordance with the Work Programme
	See the eTEN Work Programme 2004 for the conditions for participation.

	Eligibility
	Completeness of the proposal
	Proposal has all the parts described in this Guide, duly completed. The proposal has to be signed by the legal representative of the co-ordinator.

	Eligibility
	National agreement has been given by the national authority on the common interest character of the proposal
	See the procedure described in this Guide. Note that this is a legal requirement for submitting a proposal to eTEN

	Award
	Quality and relevance of the proposed service
	Ensure that your proposal is in line with the objectives of the eTEN Work Programme 2004. Ensure that the service you are proposing is Trans-European (see the eTEN Work Programme 2004 for a definition) and is based on existing technology (eTEN does not fund research type product development.) 


	
	
	Please show in the proposal how the work described in the project will be continued beyond the project phase financed by the Community. 

	
	
	Think about and include in your proposal what kind of impact the service you are proposing will have and on whom.

	Award
	Contribution to EC Policies
	Bring out clearly in your proposal what is the expected contribution of the proposal to: 

· socio-economic policies (employment, health etc…); 

· interactive public services 

·  eServices e.g. within culture or tourism; 

· the contribution of the proposal to the implementation or the evolution of other EU policies related to the internal market (including the interconnection and interoperability of national networks and services, the linking of remote regions to central regions) 

· addressing problems connected with standardisation and regulation. 

The proposal can address all of them or just some of them.




	Award
	Quality of the project plan
	Define the work plan clearly with well-defined work packages, clear roles for the partners, appropriate deliverables and validation of the results.

State what are the management and quality assurance methods used. 

Present clearly the plans for deployment.

Present the work plan clearly so that the reader can see all the points above are addressed.

	Award
	Soundness of the use of resources
	Show that the partnership can perform the project and how users and other actors of the value chain are involved in it.

Give a realistic estimate of the resources to be used and calculate the investment plan as realistically as possible (see the method for calculating the total investment costs in Annex 4)

	Selection
	Financial and operation capacity to carry out the project
	This requires you to demonstrate that you have the financial capacity to co-finance your share of the project and the adequate human resources to carry out the project in question (see further part B of the proposal)

Sometimes the weak co-financing capacity can be compensated by providing financial guarantees to protect the investment of the Commission. 

Please note that subcontracting of above 20% of the total labour costs for a partner will be viewed as a weakness of the partner’s capacity to provide sufficient human resources.

	Selection
	Professional competencies and qualifications
	This requires you to demonstrate relevant experience in the field of the proposed action (e.g. technical, financial and commercial expertise or previous projects of the same type).


Annex 7: Checklist for proposers

For submission of your eTEN proposal you must check the following:

	(
	Are both parts of your proposal, Part A and Part B, fully completed and in the package?

	(
	Is each page of  part B of your proposal headed with the proposal acronym and a version number if applicable  (in case you have already submitted one version)?

	(
	Is each of the pages numbered?

	(
	Have you obtained the acceptance of the National Authority? (form A4)

	(
	Does the package  include a duly signed A5 form for every beneficiary?

	(
	Is your proposal prepared as one complete, unbound, single-sided paper copy? 

	(
	Is the copy of the proposal placed in an envelope, marked “Commercial-in-confidence”, with the following information:

	
	· The Call identifier (as given in the Call for proposals)?

	
	· The proposal acronym?

	(
	Have you completed an Acknowledgement of receipt form, as annexed to this Guide, and included it in the package? Is the acknowledgement form signed by the co-ordinator’s legal representative?

	(
	Is the complete set of proposal documentation placed in a package, correctly addressed using the address given in the Call for proposals?

	(
	Is the outside of the package marked “eTEN call 2004/1"?


Annex 8: Support for proposers

eTEN Proposer’s Help Desk

Email:
 infso-eten@cec.eu.int
Fax: +32 2 29 61 740

Web: http://europa.eu.int/eten
The Information Desk operates 09h00 - 17h00 (Brussels time), Monday to Friday. 

The list of Frequently Asked Questions will be published on the eTEN web site.

Links to all the necessary information to prepare a proposal are available on the eTEN web page http://europa.eu.int/eten

Proposers should periodically check this for latest information

Commission contact persons for eTEN call 2003/1

From the TEN web pages, proposers can download a list of names and contact details of Commission officials representing each of the action lines included in this call. These contact persons will be able to assist with specific questions on the scope and contractual matters. 

Partner search facilities

For partner search facilities, see eTEN website.

National Contact Points

The eTEN supports a network of National Contact Points (NCPs), which can be helpful to organisations from their country both in general advice (particularly on preparing proposals and directing the proposers to the right Community programme) and in finding partners from other countries. Organisations should contact the NCP of their own country for further information. The list of NCPs is published on the eTEN web site. 

eTEN Information Days

The eTEN programme organises Information Days, where those interested in proposing may attend for a presentation of the eTEN programme and its priorities, to obtain documentation, to ask questions and to meet potential consortium partners.

The latest information on planned Information Days is obtainable on the eTEN web site.

Annex 9: Country Codes

AUSTRIA
AT

BELGIUM
BE

DENMARK
DK

FINLAND
FI

FRANCE
FR

GERMANY
DE

GREECE
GR

IRELAND
IE

ITALY
IT

LUXEMBOURG
LU

NETHERLANDS
NL

PORTUGAL
PT

SPAIN
ES

SWEDEN
SE

UNITED KINGDOM
GB

CYPRUS
CY

CZECH REPUBLIC
CZ

ESTONIA
EE

HUNGARY
HU

LATVIA
LV

LITHUANIA
LT

MALTA
MT

POLAND
PL

SLOVAKIA (Slovak Republic)
SK

SLOVENIA
SI

OTHER
XX

Annex 10: Eligible costs

Note:
Complete details of eligible costs are provided in the model grant agreements  available for download on the eTEN web site, http://europa.eu.int/eten )

In this annex, the general principles and the cost categories used in the calculation of eligible costs are explained. The explanations are derived from the provisions of the model grant agreement that will be used for the selected projects. They do not override the provisions of the grant agreement.

General principles of eligible cost
The EU contribution to eTEN grant agreements is calculated on the basis of actual costs that will be incurred for the work under the project. The budget included in the proposal is an estimate of such costs. No VAT can be included in the estimated costs in the proposals. In general, the costs shall fulfil the following conditions:

· be necessary for the project;

· be incurred during the duration of the project;

· be determined in accordance with the accounting principle based on historic costs and the usual internal rules of the beneficiary, provided that they are regarded as acceptable by the Commission;

· be recorded in the accounts or in the tax documents no later than the completion date of the grant agreement;

· exclude any profit.

Cost Models
For eTEN grant agreements, the normal cost model to be applied is the full cost model. According to this model, all costs of the beneficiary are recorded in his accounting system, following the principle of historic costs. This accounting system will allow to determine the actual amounts of the costs incurred for the project and to determine the eligible costs according to the categories detailed below. The recorded and accepted eligible costs will be funded at the rate defined in the grant agreement.

Some non-commercial or non-profit organisations, due to their nature, do not have an accounting system that allows the share of their direct and indirect costs relating to the project to be distinguished. As these cannot provide records on the full costs from their own accounts, they are allowed to use the additional cost model. In this cost model, only direct additional costs are taken into account. These are reimbursed at a rate of 100%. Direct additional costs are eligible direct costs additional to the normal recurring costs of the beneficiary and not covered by any other source of funding. These costs are recorded in the beneficiary’s accounts.

In practice, the additional cost model differs from the full cost model in the following two aspects:

· Personnel costs for permanent staff are not eligible;

· An overhead flat rate of 20% of direct costs (excluding subcontracting) or lower is used.

The use of the additional cost model is restricted to institutions fulfilling the conditions described above. They may be requested to provide evidence for their choice of cost model. It is generally expected that all private entities have a full accounting system that enables them to use the full cost model.

Cost Categories
Personnel costs

The costs (e.g. remuneration, pensions and other employment costs, etc.) of the actual hours worked by the persons directly carrying out the work under the project. Such persons must be:

· directly employed by the beneficiary in accordance with his national law;

· under the beneficiary’s sole supervision;

· remunerated in accordance with the normal practices of the beneficiary provided these are acceptable to the Commission.

Consultants working full time on the premises of the beneficiary, for cost statement presentation purposes, should be included in personnel costs and clearly identified. Other consultants not working full time on the premises of the beneficiary must be included in external assistance.

For participants using the full cost system, costs for all staff (permanent or temporary) working on the project may be charged. For participants using the additional costs system, personnel costs for the permanent staff of the beneficiary may not be charged to the project. Eligible personnel costs are limited to the actual costs of the personnel employed on the project and are restricted to staff working under one of the contract types listed below:

· a temporary contract for Community projects;

· a contract which depends upon external funding additional to the normal recurring funding of the participant. In this case, the costs charged to this contract must exclude any costs borne using such recurring funding.

The costs of the administrative support to carry out the project are normally included as part of the overheads and not in personnel costs. The only exception to this is for co-ordination costs that can only be charged by the co-ordinating partner, as explained in the corresponding section.

The three elements that must be used to calculate the total personnel costs that can be charged to the project are:

· working time to be charged must be recorded in time sheets throughout the duration of the project. The person in charge of the work designated by the beneficiary should certify the records at least once a month. Even though the costs for permanent staff cannot be charged to the project for the additional cost case, their working time must be recorded. All of the working time must be recorded, not just the time devoted to the project;

· remuneration costs charged should be taken from the payroll account and should be the total gross remuneration plus the employer’s portion of social charges (e.g. holiday pay, pension contributions, health insurance and social security payments);

· remuneration costs can be calculated individually for each staff member or as an average by category of staff (the method should however fairly represent actual labour costs);

In the case of “work contracts”, the costs excluding VAT, should be taken from the invoice received for the work performed. Invoices should indicate the project on which the persons have worked, the tasks carried out and the hours spent.

Productive time is the total hours worked, excluding holidays, personal time, sick leave, or other allowances. In order to obtain an hourly rate, the salary costs must be divided by the productive time. Total productive hours can be obtained either on the basis of actual hours recorded in time sheets or on the basis of standard hours. In the latter they should represent the total workable hours based on the contract of employment less a provision for non-chargeable time such as holiday and sick leave (these must correspond to the actual situation of the beneficiary). Where productive hours are calculated based on standard hours, working time charged to the project should exclude overtime
. On average, the Commission considers a figure of about 210 days or 1680 hours per full-time employee per year to be reasonable.

Durable Equipment

Durable equipment charged to the grant agreement must be specifically required for the project, have an expected life equal to or greater than the duration of the work under the grant agreement and must be capitalised in the books of the beneficiary according to the national accounting rules.

The equipment can be purchased or leased. The allowable costs for leased equipment shall not exceed any allowable costs for its purchase.

The costs to be charged to the grant agreement shall be calculated according to the following formula:

A/B x C x D

A = the period in months during which the durable equipment is used for the project after invoicing,

B = the depreciation period for the durable equipment: 36 months for computer equipment costing less than EUR 25 000 or 60 months for other equipment,

C = the actual cost of the durable equipment,

D = the percentage of usage of the durable equipment for the project.

Subcontracting

A part of the work can be subcontracted, but it is recommended that the use of external consultants should be allowed only for special work, which cannot be carried out by the in-house personnel of the beneficiaries.  This means in particular that legal entities with insufficient personnel must not participate in cost sharing grant agreements as beneficiaries.

The cost of subcontractors should be reasonable and reflect the normal price of the market. Subcontracts are to be awarded to the tender offering best value for money, i.e. the one offering the best price-quality ratio, in compliance with the principles of transparency and equal treatment for potential beneficiaries, care being taken to avoid any conflict of interests.

Subcontracts, which either cumulatively exceed 20% of the estimated eligible costs of the beneficiary or which exceed €100.000 are subject to prior written agreement of the Commission. Where sufficient detailed data is already known, this may be included in the Technical Annex to the grant agreement. In providing its agreement to subcontracts, either as part of the Technical Annex or through the prior approval procedure, the Commission will give due consideration to the nature of the tasks to be outsourced. Subcontracting should only be used in case of specific needs. Beneficiaries should limit outsourcing to the minimum.It should be noted that, as a rule, participants already participating in a grant agreement as beneficiaries or Members cannot also participate in the same grant agreement as subcontractors of other participants.

Travel and Subsistence

Actual travel and related subsistence costs, based on the internal rules of the beneficiary, may be considered as a cost of the project. The prior approval of the Commission Services in charge of the programme shall be required for any destination outside the Member States or a third country where a beneficiary is established.

Consumables

Consumables shall relate to the purchase, fabrication, repair or use of any materials, goods or equipment and software which:

· do not have a life expectancy greater than the duration of the work under the grant agreement;

· are not placed in the inventory of durable equipment of the beneficiary;

· are not treated as capital expenditure in accordance with the accounting conventions and policies of the beneficiary.

This category of costs covers access rights or licences for software but does NOT include office supplies, mailing, utilities, etc. which must be covered in the overheads category. No direct charge shall be made for consumables where it is the usual practice of the beneficiary to include these costs in actual overheads.

Computing

Computing costs may be charged as a direct cost where:

· the beneficiary can provide a detailed justification of these costs;

· a computer cost centre exists in which all the computer costs (direct and indirect) are recorded;

· a computer register is maintained which can substantiate the total usage of the computer service charged to the projects.

Without these three fundamental sources of information, it is not possible to calculate an acceptable chargeable computer rate. Otherwise computer costs must be included as overheads in the appropriate section. No direct charge shall be made for computing costs where it is the usual practice of the beneficiary to include these in actual overheads.

Protection of Knowledge

The costs associated with protecting knowledge can be charged to the project with the prior approval of the Commission.

Other specific costs

All other specific project costs, which cannot be included under the previous classifications of direct costs, may only be charged with the prior written approval of the Commission. These costs include such items as seminars, workshops, conferences, charges for financial guarantees required by the Commission, etc. These should be significant costs, be clearly identified at the beginning of the project, and be supported by invoices or other records.

Indirect Cost

Overheads include all the indirect general costs incurred to employ, manage, accommodate and support the direct personnel performing the work of the project (i.e. administration, management, salaries of support staff, depreciation of buildings and general equipment, accommodation and maintenance, telephones, heating, lighting, electricity, postal service etc.). Overheads must be detailed according to the beneficiary's accounting principles. Only such costs may be contained in the overhead calculation that are actually related to the work done for the project. This excludes especially such costs as mentioned below in the section on co-ordination costs.

Participants using the additional costs system are allowed to charge a flat-rate amount of 20% of the direct costs, excluding the costs of subcontracting. A lower percentage may be used according to the internal rules of the participants.

Coordination cost

Co-ordination costs may include costs falling under all categories of costs, except subcontracting. They may cover in particular:

· personnel: remuneration of administrative personnel for performing co-ordination tasks for a specific project;

· durable equipment, consumables and computing: expenditure used strictly for co-ordination purposes in the project;

· travel and subsistence: related to administrative personnel performing co-ordination tasks specific to the project;

· other specific costs: project specific co-ordination costs other than those charged under the categories mentioned above;

· overheads on personnel involved in co-ordination: Overheads may be charged on co-ordination costs.

Non-allowable costs

The following costs are not allowed:

· costs related to capital employed;

· interest owed;

· resources made available to a participant free of charge;

· value of contributions in kind;

· indirect taxes and duties, including VAT;

· any costs related to the preparation of the proposal for the project;

· unnecessarily high, extravagant or wasteful costs;

· any costs related to other projects;

· commercial, distribution, marketing (except for deployment projects), sales and advertising costs;

· provisions for future losses or liabilities;

· any profit (direct or inter-company);

· entertainment or hospitality expenses, except such reasonable expenses accepted by the Commission as being absolutely necessary for carrying out the grant agreement;

· provisions for doubtful debts.
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� NOTE: The term “beneficiaries” has replaced the term “contractors”


� Documentation on legal and financial viability is not requested from public organisations, only from private non-profit and private participants)


� Work Package number: WP 1 – WP n.


� Number of the contractor leading the work in this Work Package.


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


� Relative start date for the work in the specific Work Packages, 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.


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


� 	The Commission’s preferred method is to calculate productive time based on actual hours recorded in time sheets.  This method does allow for charging hours worked on the project in overtime as the calculation of the hourly rate will take into account all overtime performed by the staff member during the reporting period.
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