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IMPORTANT NOTICE 

The Online Manual  is a user guide  that aims to e xplain to applicants  and beneficiaries  how EU grants, 
procurements and prizes work and how to manage them electronically in the Funding & Tenders Portal . 

The Online Manual is limited to procedural aspects and explaining the functionalities of the IT tools behind 

the Portal (roles & access rights, proposal submission and evaluation, grant management, amendments, 
etc) .  

Legal and policy aspects are covered rather in other documentation, such as the Rules for Legal Entity 
Validation, LEAR Appointment and Finan cial Capacity Assessment , EU Grants AGA ð Annotated Grant 

Agreement  (which annotates the provisions of the MGAs) and the Programme Guides th at exist for some 
EU funding programmes (e.g. Horizon Europe Programme Guide , Erasmus+ Programme Guide , European 
Solidarity Corps Programme Guide ) . 

A comprehensive list of all relevant documentation (including  legislation, work programmes and calls, 
guidance and templates)  can be found  on Portal Reference Documents . 

Terms frequently used are explained in the  Portal  Glossary . 

User questions are covered by the Portal FAQ . 

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/rules-lev-lear-fca_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/rules-lev-lear-fca_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/aga_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/aga_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/horizon/guidance/programme-guide_horizon_en.pdf
https://ec.europa.eu/programmes/erasmus-plus/about_en
https://europa.eu/youth/solidarity/organisations/reference-documents-resources_en
https://europa.eu/youth/solidarity/organisations/reference-documents-resources_en
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/reference-documents
http://ec.europa.eu/research/participants/portal/desktop/en/support/reference_terms.html
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/faq;grantAndTendertype=1;categories=;programme=null;actions=;keyword=;period=null
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1. My Area â User account and roles 

Getting access to My Area 

The EU Funding & Tenders Portal (óPortalô) is the central  electronic portal for all EU funding and 

tenders.  

It is managed by the European Commission and used by itself and other EU services (together 

óEUô) for their grants , prizes and procurements.  

The Portal has two parts: A public section with general information (Funding Opportunities, 

Reference Documents, etc) and My Area, which is a secured, personalised section ( Portal 

electronic exchange system) used by the participa nts for managing their proposals  and 

grants/ contracts .  

For security reasons, access to My Area is based on:  

¶ EU Login account  ð unique identifier for individuals. All you need to open an EU Login 

account is your work e -mail address.  

¶ Roles & access rights  (Identity and Access Management System ð IAM)  

¶ PIC number  ð unique identifier for organisations. This 9 -digit number is received after 

you register in the  Portal  Participant Register . 

In My Area you can:  

¶ get access to non -public information on your proposals , projects /contracts , 

organisations , etc  

¶ register  in the Participant Register  and  update your organisation / natural person data  

¶ sign contracts , submit reports , cost claims , invoices  and receive payments  

¶ communicate with the EU services about your ongoing projects /contracts  

¶ for experts working with the EU services: register , sign contrac ts,  manage  tasks , submit 

cost claims and receive payments  

¶ for external audit firms working with the EU services: register and manage tasks  

Individual users:  

¶ have to register as a user  only once  

¶ will be asked to agree to the  Portal Terms and Conditions  on their  first login  

¶ will have specific access rights , depending on their roles  in the 

organisation/projects /c ontracts  

Organisations:  

¶ will be asked to agree to the  Portal  Terms and Conditions  when they appoint their LEAR . 

1.1 EU Login 

EU Login  provides a single sign -on to a large number of services  and tools avai lable on the 

Portal.  

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-register
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/legalnotice
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To access to the functions available on My Area, you must have an EU Login account.  

¶ To create an EU Login account , you click on the Register b utton on the Portal homepage ;  

all you need is your name  and work e - mail address .  

¶ If you alrea dy have an EU Login account, you must use that one.  

 EU Login is the new name for t he previously used ECAS account (European Commission 

Authentication System) ; old account s continue to work , there is no need to create new ones .  

Creating an EU Login account 

 Go to the Portal Register page and enter: 

¶ your first name, last name and e -mail address  

¶ the displayed security code.  

 Select Create an account 

You will receive an e -mail to th e address that you specified, containing a link you should  

use to complete the registration process.  

 Click the link you will be asked to choose and confirm a password. 

  Go back to the Portal homepage. 

 Click on Login and log in with your registered e-mail (user name) address and 
password. 

 Your EU Login password and user name  is personal ð do NOT share it with colleagues or 

anyone else. All transactions made wit h your account (user name, password)  will be considered 

as having been made by yourself. Keep your password secure and change it regularly.  

Logging in to the Portal with your EU Login account 

After logging in, you can use the personalised services and tool s available on the Portal .  

 Your EU Login account gives you only general access to My Area, but it will NOT yet give you 

access to project /contract  data  of your organisation . This access depends on your roles and 

access rights .  

FAQ  

¶ FAQ on E U Login help page  

1.2 Roles and access rights 

Roles and access rights restrict the information a user can view and the tasks they can perform  

(f or instance, only a person with the coordinator  role can delete a draft application ) .   

Access rights are linked to a user's roles in the Portal personalised area (My A rea ), w hich are 
in turn linked to their functions within their organisation or in relation to a partic ular 

project /contract  and their nomination by the organisationôs LEAR (or other  authorised  person) .   

https://webgate.ec.europa.eu/cas/eim/external/register.cgi
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home
https://webgate.ec.europa.eu/cas/help.html
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How are access rights managed? 

Roles are divided into 2 main sections:  

¶ Organisation roles  are linked to the whole organisation  and its  data ( but without an y 

access to the projects / contracts )  

¶ Project / contract  roles  are defined first in the proposal , and then  transferred to the 

project /contract  when you have been invited to sign with the EU. They are managed 

application by application and project by project , c overing  all types of access 

(read/write/submit) .  

One user can have several roles at the same time.  

How are the roles assigned? 

Most of these roles can be freely assigned and managed by you or your organisation, according 

to your  needs:  

¶ you can start creati ng a n application yourself  

¶ you can be invited by other users who have created a n application  to join their 

application  

¶ persons in your organisation can give you (and revoke) access to roles of your 

organisation  

¶ the initiator of an application (or persons i n your organisation involved in an on -going 

application )  can give you (and revoke) access to roles in the application  

¶ persons involved in on -going projects / contracts  can give you (and revoke) access to 

roles in their projects / contracts .  

All access rights a re linked to the user's EU Login account.  

Exceptions 

The EU services intervene in the assignment of the following 2 key roles:  

LEAR (Legal Entity Appointed Representative)  ð organisation role  

The LEAR is the person that is officially nominated by an organi sation to manage rights and 

obligations related to the use of the Portal and to act as main administrative and legal contact 

in case of issues . Usually , LEARs are staff members in the central administration of the 

organisation. The LEAR handles all the org anisation - related data on the Portal and appoints the 

persons within their organisation that are allowed to electronically sign grants/ contracts and 

cost claims . 

There can only be one LEAR per organisation.  

LEARs are validated by the Central Validation Ser vice  as part of the registration  in the 

Participant Register . Learn more about the detailed procedure for appointing the LEAR . 

Primary Coordinator Contact ð project role  

The Main Contact /Contact Point  of the Coordina tor / Group Leader in the application will become 

the PCoCo (Primary Coordinator Contact) . This person is by default the one creat ing  the 
application in the Port al and thereby becomes the main person responsible for the application . 

As such, they can submit requests, reports and notifications to the EU on behalf of the 

consortium.   
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There can only be one PCoCo per project/contract.  

During the application phase and before call dea dline, the PCoCo may tr ansfer this role to 

someone else in the application .  

Afterwards  (i.e. after call submission is closed ) , a  new PCoCo can be assigned only by the EU 

Project / Procurement Officer . If such a replacement becomes necessary, the Coordinator should 

send a request t o the Officer via the Portal M essaging Service  (My Projects / My Contracts  > 

Actions > Manage Project / Contract ) .  

Exceptionally ð and only until a LEAR has been appointed ð self - registrants  have certain 

roles (that were not assigned to  any of the other users listed above ).  

Roles â Overview 

The picture below shows all the roles involved in managing organisations and projects /contracts  

in  the Portal.  

 

 

For  some funding programmes  (e.g. Horizon Europe ERC and MSCA grants) , additional roles 

are used. See the  for more details.  

Organisation roles 

Legal Entity Appointed Representative (LEAR)  

The LEAR is the formally nominated main responsible for an organisationôs use of the Portal and  

thus bears the final responsibilty  for all the organisation ôs actions in the Po rtal .  

LEARs have system rights to:  

¶ update their organisation's data  

¶ nominate /revoke  representatives of their organisation to electronically sign 

grant/ contracts  

¶ nominate /revoke representatives of their organisation to electronically sign cost 

claims / invoi ces 

¶ nominate /revoke Account Administrators within their organisation to help  them with  

their work . 

https://webgate.ec.europa.eu/funding-tenders-opportunities/x/RQKI
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 The LEAR does NOT assign the Legal Signatories and Financial Signatories for a particular 

project / contract . This is done by th e Coordinator Contact (CoCo) or Participant Contact (PaCo )  

of that project/contract .  

Self - registrant  

The Self - registrant is the person who first registers an organisation in the  Portal Participant 

Register . 

Before the LEAR is validated , Self - registrants can provide the EU with request ed information 

and documents about their organisation.  

Once the LEAR has been formally validated  (normally after the organisation has been validated  

by the Ce ntral Validation Service ), the role of Self - registrant is revoked and replaced by the 

LEAR. 

Account Administrator  

The LEAR may delegate tasks to one or more Account Administrators. Though the LEAR keeps 

the full responsibility, Account Administrators can f ulfil tasks for their LEAR. An organisation 

can have an unlimited number of Account Administrators.  

If the organisation nominates a new person as their LEAR, the existing Account Administrators 

remain , but can be revoked by the new LEAR.  

Legal Signatory (L SIGN)  

LSIGNs must be nominated for an organisation by the LEAR or an Account Administrator (see 

Figure 3) .  

LSIGNs are assigned to a particular project by a Coordinator or Participant Contact  (see Figure 

3) . An organisation can have an unlimited number of LSIGNs.  

Financial Signatory (FSIGN)  

FSIGNs must be nominated for an organisation by the LEAR or an Account Administrator (see 

Figure 3) .  

FSIGNs are  assigned to a particular project by a Coordinator or Participant Contact  (see Figure 

3) . An organisation ca n have an unlimited number of FSIGNs.  

Primary Audit Contact  (PAuCo) and  Audit Contact (AuCo)  

Audit roles can be assigned in the Portal only when the organisation is audit ed.  

The  LEAR is automatically assigned the Primary Audit Contact (PAuCo), and can nom inate other 

PAuCos in the organisation.  

The PAuCo(s)  must also nominate at least one  Audit Contact  (AuCo)  as main contact for audits  

on the organisation , and additionally, assign both the AuCo and the audit to a n audit  team 

within the organisation .  

PAuCos have the following system rights for their organisation:  

¶ nominate other P AuCo(s)  for the organisation and the Au Co(s) for an audit (My 

Organisations  > Actions > View Roles, click the Roles  tab ) . Detailed  explanations are 

available in the   

¶ manage the team s in the organisation to assign the audits and the audit contacts to 

them  (My Organisations  > Actions > View Roles, click the Teams  tab ). Detailed  

explanations are available in the  

https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/How+to+assign+or+revoke+roles#Howtoassignorrevokeroles-AuditRoles
https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/How+to+assign+or+revoke+roles#Howtoassignorrevokeroles-Assignanaudittoateam
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¶ revoke other roles  

AuCos can nominate other AuCos  for the teams to which they are assigned . They can also 

revoke other AuCos in their team.   

An AuCo  assigned to a team has the following system rights for those audits :  

¶ perform the audit tasks for their organisation  

¶ communicate with the EU auditor s (receive  and send  formal  notifi cations, submit audit 

documents, etc)  

Summary  organisation roles  

 
 

When nominating FSIGNs or LSIGNs , the LEAR can add comments  that can help the 

Participant Contacts to select the right LSIGN/ FSIGN  for their project (e.g. "Mr Smith can sign 

for projects run by Department X from 1 February 2014.") .   Such comments can be useful for 

defining the scope of responsibilities or duration of FSIGNs or LSIGNs in large organisations 

with different departments . 

Proposal roles 

When preparing your proposal , you will ne ed to define the  participating organisations and the 

organisation/ proposal  contact(s) . Both are set in the application online form.  

For grants and prizes:  The proposal  will contain  the following  types of participating 

organisations:  

¶ Coordinator. A  proposal  can have only one, and you may  submit an application with just 
one  Coordinator and no other  participating organisations . You need to name a 
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Coordinator  immediately to launch your application , but you  can change  it  later on , 

before submission.  

¶ Partner. A proposal  can have none, one or more. The number of Partners in an 

application (and other aspects such as the country where they are registered , etc ) are  

subject to the call conditions (i.e. the specific requirements for each call for proposals ) .   

¶ Partners c an also have Affiliated Entities linked  to them  ( through a  permanent legal or 

capital link  or as members of an association ; former Linked Third Parties ). Affiliated 

Entities  are allowed to fully participate in the grant  and claim  costs . They  must  comply 

wi th all eligibility conditions (same as a Partner) . 

¶ Associated Partner s. This kind of participating organisation contributes to the project 

but cannot claim costs. They are normally not linked to any Partner and do not need to 

comply with the eligibility co nditions.   

Then, you will need to define the contact persons for each participating organisation. The re  are 

two  possible types of contacts :  

¶ Main Contact. You need to define one per participating organisation . 

¶ Contact Person. You may define one or more Cont act Persons for each Partner. You may 

further define their kind of access as Coordinator /Participant  Contact (full access) or 

Team Member (read -only access).   

The roles in your proposal  will afterwards become project roles :  

¶ The Main Contact of the Coordina tor will become the Primary Coordinator Contact 

(PCoCo).  This role is automatically assigned to the initiator of the application  who  

submit s the proposal to the EU . 

¶ The Main Contact s of the Partners will become Participant Contacts ( PaCo).  

¶ The Contact Pers ons of the Coordinator / Partners will become Team Members (TeMe) if 

they had read -only  access in the application form or Participating Contact s (PaCo) if 

they had  full access .  

For tenders:  

The tender  will contain the following types of participating organi sations:  

¶ Group Leader. A submission  can have only one, and you may submit a  tender  with just 

one Group Leader and no more participating organisations .  

¶ Group Member. A  submission  can have none, one or more  (often none) .  

In a call for tenders, you need to p rovide one single contact :  Contact Point. One per application. 

This Contact is always linked to the Group Leader .  

During the submission  phase, this is the only role which will be defined. The Contact Point will 

then become the Primary Coordinator Contact ( PCoCo) . 

Project/contract roles 

Depending on your project roles you can have read -only, read -write or read -write -submit rights 

to information, documents and online forms.  

(Primary) Coordinator Contact (PCoCo/CoCo)  

The Primary Coordinator Contact is for each  project the main contact between the consortium 
and the EU for a particular project / contract . By default ,  it is the person that creates the 

application in the Portal .  
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The PCoCo can nominate / revoke a  Coordinator Contact  (CoCo)  for the project /contract  

(unl imited number possible) , who will then have the same rights ð except the right to revoke 

the PCoCo . 

All Coordinator Contacts can:  

¶ nominate/revoke Participant Contacts for other organisations in the consortium  

¶ nominate/revoke Task Managers and Team Members in their own organisation  

¶ assign Legal and Financial Signatories in their organisation to their projects  

¶ make changes to project documents on the Portal  

¶ communicate with the EU services and submit application s and project documents to 

the EU. 

 It is impor tant to list  your partner organisations (and their contact persons) relatively early 

on  in the application process, because this will give them access to the application and allow 

the m  to appoint  other roles for their organisation .  

Participant Contact (PaC o)  

The PaCo  is a representative of an  organisation in the consortium that is not the coordinating 

organisation.  

An organisation can have an unlimited number of PaCos per project, and each will be able to:  

¶ nominate / revoke  other  PaCos in their organisation  

¶ assign Legal and Financial Signatories in their organisation to their projects /contracts  

¶ submit their work to the Coordinator  

¶ nominate/revoke Task Managers and Team Members in their own organisation  

¶ make changes specifically to the participant - related sect ions of the project documents 

on the Portal  

¶ submit information directly to  the EU services ( if  required under the Grant Agreement )  

Task Manager (TaMa)  

TaMas can perform some restricted actions :  creating, updating and uploading documents about 

their organis ation's participation  and  completing, modifying or deleting project /contract  

information .  

An organisation can have an unlimited number of TaMas per project. They cannot nominate or 

revoke anybody , nor  submit information to the Coordinator or EU. 

This role  is not used during the application  phase.  

Team Member (TeMe)  

TeMes have limited access rights: search and read -only functions.  

Project Legal Signatory (PLSIGN)  

The PLSIGN  has the right to sign the grant/ contract  (and amendments )  for a specific project  on 

behalf of the organisation.  
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The LEAR (or Account Administrators) must first appoint  LSIGNs ; the Coordinator and e ach 

participant (PCoCo/CoCos/PaCos) can then assign PLSIGNs for a given project to act as legal 

signatory for the participant in the project.  

An organisation can have can have an unlimited number PLSIGNs per project.  

They have the s ame rights as CoCos / PaCos for project / contract  information. Cannot 

assign/revoke any roles.  

Project Financial Signatory (PFSIGN)  

The PFSIGN has the right to sign cost claims / invoices  on behalf of the organisation.  

The LEAR (or Account Administrators) must first appoint  FSIGNs ; the Coordinator and each 

participant (PCoCo/CoCos/PaCos) can then assign PFSIGNs  for a given project to act as lega l 

signatory for the participant in the project.  

An organisation can have an unlimited number of PFSIGNs per project.  

They have the s ame rights as CoCos / PaCos for project / contract  information. Cannot 

assign/revoke any roles.  

Summary  project/contract roles  

 

 

Rights associated with roles 

https://webgate.ec.europa.eu/funding-tenders-opportunities/display/OM/Roles+and+access+rights#Rolesandaccessrights-LSIGN
https://webgate.ec.europa.eu/funding-tenders-opportunities/display/OM/Roles+and+access+rights#Rolesandaccessrights-FSIGN
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Nomination process 

Some roles are automatically given  based on the information  in your application :  

¶ The proposal initiator will become the Primary Coordinator Contact  (PCoCo) . 

¶ The main contact persons in the participating  organisations will become Participant 

Contacts  (PaCos) . 

¶ Persons with read -only access to the proposal will become Team Members  (TeMes) . 

 Once your organisation is validated by the Central Validation Service, it is important that 

you appoint a LEAR  to make sure that you can manage the access rights to the Portal.  

How to nominate/revoke someone 

To grant a role, the LEAR (or other authorised person )  must enter the u ser's e -mail address. It 

must be the same as the address the  person used to open their EU Login account.  

If the person  does not already have an EU Login account, they will automatically receive an 

invitation to create one.  

Organisation roles  ð to grant/rev oke, go to  My Organisations > Actions >  Edit Organisation 

Roles  > Add Roles . 

Project / contract  roles  ð to grant/revoke, go to My Projects > Actions > Manage  Consortium 

> Edit Roles .  

How many different roles are needed in a consortium? 

A user's EU Login acco unt can carry any combination of roles , this depends on the participants . 

Thus, a user can acquire a differentiated set of access rights to different functions for managing 

projects , contracts  or organisation data.  

 For small organisations or beneficiar ies who are individuals (natural persons), this means 

that one single person can combine all the access rights needed to manage their 

projects / contracts  (i.e. LEAR, CoCo/ PaCo, PLSIGN and PFSIGN) .  

The minimum configuration  for a consortium in a ny  given proje ct  is:  

¶ 1 Primary Coordinator Contact  (PCoCo)  
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¶ 1 Participant Contact (PaCo) per beneficiar y 

¶ 1 LEAR per organisation   

¶ 1 Project Legal Signatory (PLSIGN) per organisation  

¶ 1 Project Financial Signatory (PFSIGN) per organisation .   

One person can have several r oles at the same time.  

 Organisations that participate as Affiliated Entities (or other type of participant  ð Associated 

Partner, Subcontractor, etc ) do NOT need any access roles in the Portal, since they are not  

allowed to use it. All actions in the Port al are handled for them by the  Coordinator /Beneficiary 

they are linked to .  

 

 

 

FAQ  

¶ FAQ on users' roles and access rights  

 

1.3 Accepting the Terms and Conditions of Use 

The Portal is part of the Single Electronic Data Exchange Area set up under Articles 147 and 

128 of the EU Financial Regulation .  

On the  first login to My Area, user s must agree to the Portal Terms and Conditions  and t he 

Portal Privacy Statement .  

Organisations will be asked to agree to the Terms and Conditions  when they appoint their LEAR  

(declaration of consent ).   Every time you access to  My Area, you are implicitly reaffirming 

your acceptance of the Terms and Conditions valid at that time.   

Personal  data will be kept and processed for th e purposes  of the Single El ectronic Data Exchange 

Area , i.e. for the  manage ment  and implement ation of your EU grants, contracts, prizes and  

other transactions managed through the Portal. The detailed conditions for the processing of 

your personal data are set out in the Portal Privacy Statement . 

2. Participant Register â Register your organisation 

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/faq;categories=pp_roles_and_rights;programme=null;actions=;keyword=
https://eur-lex.europa.eu/legal-content/EN/ALL/?uri=CELEX:32018R1046&qid=1535046024012
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/legalnotice
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/legalnotice
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/legalnotice
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If you want to submit  a proposal , your organisation needs to be registered in the  Portal 

Participant Register  and have a 9 -digit Participant  I dentification Code (PIC).  

If your  proposal  is successful , you will rece ive a notification and be asked  to:  

¶ provide supporting documents to confirm the administrative and legal information 

declared during the registration ( legal entity v alidation )  

¶ appoint a Legal Entity Appointed  Representative ( LEAR appointment )  

¶ provide supporting documents to verify the financial capacity  of your organisation  

( financial capacity assessment , if app licable)  

¶ validate the bank account for payments ( bank account validation , only for coordinators ) .  

2.1 Registration and validation of your organisation 

Before submitting a n application , all partici pants  involved in the proposal must first be 

registered  in the  Portal  Participant Register  and have their 9 -digit Part icipant  Identification Code 

(PIC number).  

You can verify  directly on the Portal whether your organisation is already registered and has a 

PIC. If not, please proceed with the registration following the instructions on the same page 

(the Registration wizard  will help you through the process) . Once completed, you get the PIC 

to be used in your online application form and further correspondence with the EU services.  

If you do not have an user account (EU Login) , you will first need to create one , before start ing  

the registration process.  If you already have a user account (EU Login), you can log in and 

directly start registration . 

 

 Please note that the Participant Register is primarily directed at organisations and that not 

all of the la bels fit for individu als (natural persons). Enter your information as appropriate (e.g. 

country of residence instead of country of registration , passport number instead of registration 

number, etc) .  

What you need to register your organisation 

To register  your organisation , you  will need to provide basic administrative and legal 

information, in addition to contact details.  

 Get ready 

Since the declared information will  be verified against supporting documents later on, it is 

useful to have the relevant documents at hand when you complete the registration , to 

make sure you fill in everything correctly ( legal form, non -profit, public/private, etc) .  

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-register
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-register
https://youtu.be/fp86eFuo1Z0
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 Check for already existing PIC 

In order to avoid creating duplicate PICs, you should first check whether your organisation 

(or anot her department) is already registered in the Portal and use that PIC.  

Go to How to Participate > Participant Register > Search a PIC > Search a PIC  and put in 

your organisation data.  Check several variants to make sure there is really no entry.  

 If no PIC is registered, start registration 

Go to  How to Participate > Participant Register > Register your organisation . The 

Registration  wizard  will guide you step -by -step through the process.  

Detailed explanations are available in the  . 

You do not need to co mplete the registration process in a single session. You can enter some 

information, save it and continue later on. To resume your registration, go to My Organisations  

>  Continue Registration . Incomplete draft registrations are automatically deleted after one 

year.  

If you create by mistake a new PIC, see below Data updates .  

PIC number 

After  completing a new registration, you will receive the  9-digit Participant Identification 

Code (PIC)  ð to be used in your online application  form  and further  correspondence with the 

EU services .  

The newly created PIC will  be provisional  (declared / non -valid  status )  until it is formally validated 

at a later stage.  

Nothing else is expected from you after the PIC has been generated , the Central V alidation 

Service will contact you later, to initiate the validation process.  

Validation of your organisation 

If your proposa l is successful, you will be contacted for the validation of your PIC 

registration data .  

Validation is needed only for certain type s of participants (grants: Beneficiaries and Affiliated 

Entities; procurement: Contractors). It is not needed for Associated Partners, Subcontractors 

or other participants.  

It  will be done by  the Central Validation Service  which  carries out the validation  for all EU 

services using the Portal .   

The Central Validation Service  will contact the person who registered the organisation (Self -

registrant) and ask them to:  

¶ upload official supporting documents  (via the My Organisations  page)  

¶ clarify any details.  

The d ocuments that are required will be listed in the notification you receive . You will need to 

fill out a legal entity identification form and provide us with an official VAT document, 
registration extract, statutes or act of establishment , etc. The detailed list of documents is also 

https://webgate.ec.europa.eu/funding-tenders-opportunities/x/NwCI
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explained in the Rules on Legal Entity Validation, LEAR appointment and Financial Capacity 

Assessment .  

The Central Validation Service  will check that your organisation is legally recognised (has legal 

personality ). If this is not the case (exceptionally this is allowed) , you will have to prove that 

the representatives have the capacity to undertake legal obligations on the organisationôs behalf 

and that the organisation has financial and operational capacity equivalent to that of legal 

persons.  

The Central Validation Service  will also check whether your organisation qualifies for  some of  

the special legal statuses that are  required for some funding programmes  (private or public 

body, non -profit, international organisation) .  

The outcome of this process is the validation of your organisation (validated PIC ). The Central 

Validation Service  will send a confirm ation message once the process is completed and the PIC 

is validated.  

 Please donôt forget that all communications with the Central Validation Service  must take 

place through  the Participant Register ( My Organisations  page). Emails and other 

communication s will NOT be accepted.   

Please also note that if you apply for a call with  specific eligibility criteria that  are not validated 

by the Central Validation Service , these will be checked by the responsible EU service  managing 

the call  ð in addition  to the validation , which means that  they  may come back to you  with 

additional questions.  

Validation of the organisation is a prerequisite for the LEAR appointment.   

Data updates 

Updates to the registered organisation data must be requested via the  Participant Regi ster ( My 

Organisations  > Actions > Modify Organisation ) :  

¶ by the LEAR (or Account Administrators )  for validated entities  

¶ by the Self - registrant  if your organisation has not been validated  yet.  

If your organisation has already a validated PIC and a new one is create d by mistake, your 

LEAR or Account Administrator should contact the Central Validation Service  via the Portal 

Messaging Facility  (My Organ isations  > Actions > Modify Organisation ) . The information will be 

transfer red  from  the duplicate PIC to the correct PIC  and the duplicate  flagged . 

SME self-assessment 

In addition to the standard validation, a  SME s elf - as sessment  is needed  if you apply fo r a call 

where  SME status  is an eligibility criterion  (or allows for a higher funding rate or other 

advantages) .  

If there is no recent (not older than 2 years) SME self -assessment informat ion  available  in the 

Participant Register , the Portal Submission System will automatically prompt you to go through 

the SME self - assessment wizard  to establish your SME status . You will need to enter the 

financial figures of the last approved accounting pe riod of your organisation and of any other 

organisation that might be directly or indirectly related to you . If the result confirms your SME 

status , you will be a ble to proceed with the application process . 

 Please note that the SME self -assessment is onl y needed i f the SME -status is an eligibility 

criterion  (or gives special advantages) ; otherwise ,  you will simply self -declare your  SME status 
in the Legal Information tab and proceed with the registration .Detailed rules are  explained in 

the Rules on Legal Entity Validation, LEAR appointment and Financial Capacity Assessment . 

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/rules-lev-lear-fca_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/rules-lev-lear-fca_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/myarea/organisations
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/myarea/organisations
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/myarea/organisations
https://ec.europa.eu/growth/smes/sme-definition_en
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/rules-lev-lear-fca_en.pdf
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Links  

¶ Rules on Legal Entity Validation, LEAR appointment and Financial Capacity Assessment  

¶ Participant Register Userôs Guide 

¶ SME Self -Assessment User Guide  

FAQ  

¶ FAQ on Participant Register, organisation data management and SME -self - assessment  

2.2 LEAR appointment and validation 

Parallel to the validation of your organisation , you will be requested  by the Central Validation 

Service  to appoint your Legal Entity Appointed Representative (LEAR) .  

This must be done by a  legal representative  of your organisation with  the necessary legal 

authority  to commit the or ganisation for this  type of decisions  (e.g. typically CEO s, rector s, 

Director -General s, etc ... always in accordance with the statutes of your organisation) .  If 

such decisions are normally reserved for joint decision -making by  several representatives , the  

appointment must be done together  (documents signed by all).  

The LEAR role, which can be performed by an y member of the organisation  (typically from the  

central administration ) , is key . They are formally nominated to manage your organisationôs use 

of the Portal and thus bear the final responsibilty for all your actions in the Portal. Once 

validated , they  will be responsible for :  

¶ keeping an overview of all the proposals/ projects /contracts  your  organisation is involved 

in  

¶ manag ing  all the legal and financial  information about your  organisation  

¶ manag ing  the  access rights at  organisation - level  (and  read -only access at  project - level )  

¶ appoint ing  the persons which will be able  to electronically sign grant s/c ontracts  (Legal 

Signatories ð LSIGN s) and cost claims /in voices  (Financial Signatories ð FSIGN s) . 

Applicants  that are natural persons  do not need to prove their capacity to become a LEAR, but 

still need to enter their LEAR data and submit supporting documents.  

Further details about the LEAR's rights and responsib ilities are explained in the Roles and access 

rights  section.  

Appointing and validation of your LEAR 

 Please note that registration and v alidation of your  organisatio n is a prerequisite for the 

validation of your  LEAR. 

 Identify the person in your organisation who will act as LEAR and the legal 
representative who will appoint them 

The person who initially registered the organisation in the Participant Register  (the Self -

registrant) will receive the notification from the Central Validation Service  to launch the 

LEAR appointment  procedure.  

https://ec.europa.eu/research/participants/data/ref/h2020/grants_manual/lev/h2020-rules-lev-lear-fvc_en.pdf
https://ec.europa.eu/research/participants/data/support/manual/urf.pdf
https://ec.europa.eu/research/participants/data/support/IT_SME%20Self%20Assessment%20Wizard%20User%20Guide.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/faq;categories=p_registration;programme=null;actions=;keyword=
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 Encode in the Participant Register the name and contact information of the 
LEAR and the legal representative appointing them 

To do  so, the Self - registrant  must go to My Organisations > Actions > Modify Organisation . 

The Participant Register will , then,  generate the necessary documents to be signed:  

¶ LEAR appointment letter and LEAR role and duties  (generated as a single document)  

¶ declaration of consent  to the Portal Terms & Conditions .  

The system will automatically check the existence of an EU Login account  for the  LEAR (e-

mail address, first and last name ) .  I n case of inconsistencies , the system  alerts the Self -

registrant. If no EU Login account exists, the system will start creating one and the LEAR 

will be requested (via a notification e -mail) to finalise it. The LEAR appointment proce ss 

will be blocked until this is done .  

 Get your organisation's legal representative to:  

¶ date, sign and stamp the LEAR appointment letter & LEAR roles and duties  

document generated by the system (  both sections must be signed  in blue - ink )  

¶ read the Portal Terms and Conditions  and  

¶ date, sign and stamp the declaration of consent to  the Portal Terms and Conditions  

(also in blue - ink) .  

 Upload the following documents in the Participant Register:  

¶ the LEAR appointment letter & LEAR role and duties  (dated and signed by the legal 

representative and the LEAR)  

¶ the declaration of consent  to the Portal Terms and  Conditions  (dated and signed by 

the legal represen tative )  

¶ copies of an official valid proof of identity (ID -card, passport) with a photo and 

signature of :   

o the legal representative and  

o the appointed LEAR  

¶ documents proving the authority of the legal representative ; these documents  

must:  

o clearly indicate t he  person ôs role/function within the organisation as legal 

representative  

o identify and appoint the individual (by name ) as the person covering that 

specific role/function.  

 Don't forget that you MUST  keep the originals of all documents you uploaded, so th at 

they are available in case of  EU controls , checks or  audits. Since  your registration in  the 

Participant Register is valid for this and any future EU funding and tenders procedures your 

organisation will ever apply for , the originals must be kept permane ntly , as long as you are 

registered  in the Portal ( and possibly  beyond , for controls , checks and audits , etc ) . You 

should  therefore NOT throw them away and ensure that they are maintained also in case 

of insolvency, takeover or change of control.  

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/temp-form/lev/lear-appointment-letter-and-lear-roles-and-duties_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/temp-form/lev/declaration-of-consent-ftp-terms-and-conditions_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/legalnotice
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 Validation of the LEAR appointment by the Central Validation Service 

After receiving  the above - listed documents and once the corresponding PIC has been 

validated, the Central Validation Service will also validate the LEAR appointment in the 

Participant Register.  

 Activate the LEAR's online user account 

After validation, the LEAR account (with the special access rights) can be be activated  by :    

¶ following the instructions the LEAR receive s by e -mail  

¶ using the account activation PIN code  which will be sent to the LEAR by post, or 

by SMS if the LEAR's mobile phone number was provided  

Should you encounter any problems with the LEAR appointment, please contact the Central 

Validation Service  via the Portal M essaging Facility  (My Organisations  >  Actions> Modify 

Organisa tion ) . 

Data updates â Changing the LEAR 

If you need  to replace an already validated LEAR, you  can designate a new LEAR by making a 

new appointment (same steps as initial appointment) .  

If you are a LEAR and your e -mail address has changed, please inform th e Central Validation 

Service  via the Portal M essaging  Facility  (My Organisations >  Actions > Modify Organisation ) , 

in order to obtain instructions on how to proceed for the change . 

How can you contact the LEAR? 

For contacting LEARs of other organisations, go to How to participate > Participant Register  >  

Search a PIC  to find the organisation. Then, select Actions > Contact Organisation . This will 

launch  a contact form that allows you to send a message to the LEAR (and their  Account 

Administrators). The LEAR  can then contact you directly.  

To contact your own LEAR, log in and then go to  My Organisations > Actions > Contact 

Organisation . 

Links  

¶ Rules on Legal Entity Validation, LEAR appointment and Financial Capacity Assessment  

FAQ   

¶ FAQ on L EAR appointment  

2.3 Bank account registration and validation 

Registration and validation of the bank account for payments 

In addition to the validation of the participating organisations,  we also have to validate  the bank 

account  that will be used  for our payments  to you  (usually bank account of the Coordinator) .  

The Central Validation Service  will contact the Coordinator after the PIC is validated , to enter 
the bank account details  into the Participant Register and upload t he necessary supporting 

documents  (My Organisations  > Actions > Modify Organisation ) . 

https://ec.europa.eu/research/participants/data/ref/h2020/grants_manual/lev/h2020-rules-lev-lear-fvc_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/faq;categories=;programme=null;actions=;keyword=LEAR%20appointment
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The documents required will be listed in the notification you receive.  In general, you will need 

to provide the bank account details and either a bank statement or financ ial identification form.  

The Central Validation Service  will cross -check this information and validate the account. When 

registering your organisation for the first time, you do not need to declare any bank account 

information. You will be prompted to do th is only later  on,  if your proposal is successful .  

Data updates 

If you  need to change an already validated bank account, please  declare the new bank account 

details via the Participant Register and upload the required supporting documents.  

Please note that  it can happen that not all types of modifications are supported . In case of an 

issue, please contact the IT Helpdesk .  

2.4 Financial capacity assessment 

Assessment of your financial capacity  

For some participants, we will also have to check the financial capacity  before awarding 

grants/contracts .  

For grants, t he criteria for checking financial capacity are set out in the call con ditions.  

Normally , the financial capacity assessment  will be done for all Beneficiaries and Affiliated 

Entities , except :   

- public bodies  (entities established as public body under national law, including local, 

regional or national authorities)  or internat ional organisations  

- if the individual requested grant amount is EUR 60  000  or below . 

Specific rules apply for some programmes ( i.e. only for coordinator s;  only for grants above a 

certain threshold ;  State guarantee ; see Horizon Europe Programme Guide , Erasmus+ 

Programme Guide ) .  

The Central Validation Servi ce will contact you during grant preparation to upload the necessary 

financial documents (My Organisations  > Actions > Modify Organisation ).  

The documents required will be listed in the notification you receive. In general , you will need 

to provide documen ts showing your financial situation for the last two closed financial years 

(profit and loss account and balance sheet, business plan, audit report produced by an approved 

external auditor, certifying the accounts for the last closed financial year, etc) .  

The analysis  is based on neutral financial indicators  (liquidity, financial autonomy, solvency and 

profitability) , but will also take into account other aspects, such as dependency on EU funding 

and deficit and revenue in previous years.  The results of yo ur financial capacity assessment will 

be taken into account when evaluating your ability to implement the project (and to take on 

the Coordinator role , if it is the case).  

If we consider that your financial capacity is not satisfactory, we may require:  

ï an enhanced financial responsibility regime, i.e. joint and several liabiliy for all 

Beneficiar ies or joint and several liability of Affiliated Entit ies  

ï prefinancing paid in instalments (multiple/additional prefinancing)  

ï (one or more) prefinancing guarantees   

or  

ï propose no prefinancing  or  

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/helpdesks/contact-form
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/horizon/guidance/programme-guide_horizon_en.pdf
https://ec.europa.eu/programmes/erasmus-plus/about_en
https://ec.europa.eu/programmes/erasmus-plus/about_en
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ï request that you are replaced or, if needed, reject the entire application.  

Specific rules apply to programmes with Mutual I nsurance Mechanism (MIM, former Participant 

Guarantee Fund;  e.g. Horizon Europe ) . For these programm es, prefinancing guarantees and 

joint and several liability of Beneficiar ies are normally excluded . 

Financial capacity self-check 

You can check your financial capacity yourself by using the  Financia l capacity s elf -check  

simulator . 

 The self -check is not available for all programmes (because of the algorithms used).  

Moreover, it is only a simulation . If a formal financial capacity assessment is required, you will 

have to go through the formal procedure .  

Links  

¶ Rules on Legal Entity Validation, LEAR appointment and Financial Capacity Assessmen t   

2.5 Data updates 

Who can update the online information about your organisation? 

¶ Initially, only the person who first registered the organisation  or any other appointed 

Self - registrant   

¶ once appointed, only the appointed representative (LEAR)  and appoin ted Account 

Administrators .  

To change the information on your organisation, go to My Organisations > Actions > Modify 

Organisation . 

Please upload legal/financial supporting documents for any updates you submit so that the 

Central Validation Service  can val idate them.  Maximum size for uploads: 6MB per file  

Changes of legal status 

If your organisation changes status  or address ,  you r LEAR should immediately update the 

information in the Participant Register (My Organisations > Actions > Modify Organisation )  and, 

if possible, directly inform (via your Coordinator ) your EU Project Officer s in ongoing grants  

(Coordinator uses  the Portal Messaging Facility :  My Projects  > Actions > Manage Project  >  

Process communications > New message ) .  

Some changes like , for instan ce,  partial or universal transfer s of rights will moreover require 

amendment s in case you have ongoing Grant Agreement s/Procurement Contracts .  

Managing roles in the organisation 

If organisation roles need to be changed, your LEAR should immediately update them in the 

system  (My Organisations >  Actions > Edit Organisation Roles )  

If project /contract  roles need to be changed, your CoCo / PaCo should immediately update them 

in the system ( My Projects > Actions > Project Consortium ) .  

https://ec.europa.eu/research/participants/lfv/lfvSimulation.do
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/rules-lev-lear-fca_en.pdf
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 If grants/ contracts or cost claims / invoices are signed in the system by persons whose access 

rights should have been revoked, this will be your responsibility and you will have to bear the 

consequences. T he ir  signature s and other actions  will be considered valid by  the  EU services .  

Links  

¶ Rules on Legal Entity Validation, LEAR appointment and Financial Capacity Assessment   

2.6 Complaints about validation  

If you believe that a validation  result  is flawed , you can  submit a complaint  (following the 

deadline and procedure  set out in the message on the validation result ).  

Generally, the means of redress are the following:  

¶ request for validation  review ð within 30  days of  receiving the message  

¶ request for review of legality under Article 22 of Regulation 58/2003  ð within 1 month 

of receiving the message  

¶ action for annulment under Article 263 TFEU ð within 2 months of receiving the 

message . 

 Please note that notifications which have not been opened within 10 days after sending are 

considered to have been accessed and that deadlines will be counted from opening/access  (see 

Portal Terms and Conditions ) .  

 Please do NOT make more than one complaint at a time. If you would like to use several of 

the means of redress, start in the order set out above (e.g. first validation review, then Article 

22 and then Article 263) and always wait for our reply before starting a new complaint. We will 

count the deadlines for further complaints always as from when you receive the repl y to the 

previous one.  

When filing a complaint, please take into account that the formal decision was taken by the 

Central  Validation  Service hosted in the REA executive agency , and that  complaints must 

therefore be directed against th at agency (NOT agains t the European Commission).  

In case you consider that there has been maladministration on the part of the Central  Validation 

Service , you can also address a complaint to the European Ombudsman  ð withi n 2  years after 

you became aware of  it AND after hav ing  used all the means of administrative redress available  

(validation review and Article 22 request) .  

3. Grants 

3.1 Applying for funding 

3.1.1 Search funding opportunities â Find a call 

The Portal is  the  single point of entry for all EU funding and tenders, i.e. grants, prizes and 

procurements  managed by the European Commission  and other EU services . 

The Portal currently hosts the following EU  funding  programmes:  

MFF 2021 -2027  

Anti -Counterfeiting (PERICLE S IV)  

Anti -Fraud (EUAF)  

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/rules-lev-lear-fca_en.pdf
http://eur-lex.europa.eu/legal-content/EN/ALL/?uri=CELEX:32003R0058&qid=1475253467569
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/legalnotice
https://www.ombudsman.europa.eu/fr/home
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Asylum, Migration and Integration Fund (AMIF)  

Border Management and Visa (BMVI)  

Citizens, Equality, Rights and Values (CERV)  

Civil Protection (UCPM)  

Connecting Europe Facility (CEF)  

Creative Europe (CREA)  

Customs Control E quipment (CCEI)  

Defence (EDF)  

Digital Europe  

Environment and Climate Action (LIFE)  

Erasmus+  

EU External Action (RELEX)  

Eu4Health  

European Social Fund + (ESF)  

European Solidarity Corps (ESC)  

Fiscalis  

Horizon Europe (including Euratom)  

Humanitarian Aid (HA)  

Information Me asures Common Agricultural Policy (IMCAP)  

Innovation Fund (INNOVFUND)  

Internal Security Fund (ISF)  

Justice Programme (JUST)  

Maritime, Fisheries and Aquaculture Fund (EMFAF)  

Pilot Projects and Preparatory Actions  

Promotion of Agricultural Products (AGRIP)  

Renewable Energy Financing Mechanism  

Research Fund for Coal & Steel (RFCS)  

Single Market (including COSME, Consumers, European Statistics)  

Social Prerogative and Specific Competencies Lines (SOCPL)  

Technical Support (TSI)  

MFF 2014 -2020  

Asylum, Migration and Integration Fund (AMIF)  

Civil Protection (UCPM)  

Consumer Programme  

COSME 

Defence and Industrial Development (EDIDP)  

European Statistics (ESP)  

Health (3HP)  

Hercule III   

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/amif2027
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/bmvi
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/cerv
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/ucpm2027
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/crea2027
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/eplus2027
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/relex
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/esf
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/horizon
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/innovfund
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/isf
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/just2027
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/pppa
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/amif2027
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/rfcs
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/smp
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/socpl
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/amif
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/ucpm
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/cp
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/cosme
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/edidp
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/estat
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/3hp
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/herc
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Horizon 2020 (H2020)  

Internal Security Fund ï Borders and Visa (ISFB)   

Internal Security Fund ï Police (ISFP)   

Justice (JUST)   

Maritime and Fisheries Fund (EMFF)   

Pilot Projects and Preparatory Actions  

Promotion of  Agricultural Products (AGRIP)   

Research Fund for Coal & Steel (RFCS)   

Rights, Equality and Citizenship (REC)  

You can access calls and topics  in your area of interest through the  Portal  Search f unding & 

tenders  page . This page allows you to search in the text of the call and topic titles, call and 

topic identifiers, topic description and keywords and tags.  You can also filter using the quick 

search  per  topics re lated to specific EU priorities .  

If you would like to receive updates on new calls, you can subscribe to the Funding Opportunities 

RSS feed .  

The Search funding & tenders  page also hosts calls for tenders (EU procurement s) and prizes . 

It does NOT cover  financial instruments  (EU loans and venture capital) ð these are normally 

managed through financial partners (banks), but the Portal hom epage has a direct link to the  

Access to finance  page on Europa.  

Calls and topics 

On the Portal most  calls  are divided into topics .  

Call  ð Group of topics that are open in parallel and address the same policy domain.  

Topic  ð Part of a call  with one opening and closing date. The proposal s submitted to the topic 

will be evaluated together and compete against each other.  

The  Search funding & tenders  page  will display the list of open topics ; the name of the call they 

belong to is visible on the Topic page . 

The Topic page  contains all the information you need to have for your proposal  (call conditions, 

legal framework and key documents, standard  application form  and oth er practical information 

you need to prepare your pr oposal ) . The Topic page  also  specifies the call  deadline  and contains 

a link to the Portal Submission System , through which  you can submit  your proposal . The 

Topic page also contains call and topic updates  (changes or important information for the 

applicants) .  

Deadline for submission 

A topic is considered open  until the deadline  for submission has passed (call deadline) .  

Each topic will spec ify deadlines and/or cut -off dates.  

Deadline models  

Single -stage  

For most topics, you must submit a full  proposal  by the call deadline.  

Two -stage  

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/h2020
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/isfb
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/isfp
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/just
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/emff
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/pppa
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/agrip
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/rfcs
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/programmes/rec
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/opportunities/topic-search
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/opportunities/topic-search
https://ec.europa.eu/research/participants/portal/data/sedia/referenceData/grantTenders-rss.xml
https://ec.europa.eu/research/participants/portal/data/sedia/referenceData/grantTenders-rss.xml
http://www.access2finance.eu/
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/opportunities/topic-search
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Some topics have a 2 - stage  submission procedure , which means that you have to submit a 

short outline proposa l for stage 1 and then a full proposal  only if you are invited to stage 2 

(meaning that your project looks promising) .  

Multiple cut -off  

Some topics are continuously open , where you can submit a proposal at any time, and cut -

off dates  mean that all proposa ls received by a given cut -off date will be evaluated after that 

deadline.  

Types of action  

Types of action  designate  funding scheme s, i.e.  calls with the same characteristics : policy 

domain (scope of funded activities) , award criteria , reimbursement rate and in some cases form 

of funding (budget -based grant, lump sum grant, unit grant, prize, procurement, debt and 

equity facility, etc) .  

The types of action depend on each  EU programme.  

There are two main types: action grant s (for projects) and operating gra nts (to supp ort 

organisation s and their running costs) .  

In addition, most programmes distinguish the following:  

¶ Project Grants  

¶ Lump Sum Grants   

¶ Unit Grants and  

¶ Framework Partnerships.  

However, especially larger programmes have developed their own specif ic set of types of action , 

for instance:  

¶ Horizon Europe : Research and Innovation Actions, Innovation Actions, Coordination and 

Support Actions, Pre -commercial Procurements, Public Procurement of Innovative 

Solutions, etc  

¶ Digital Europe : Simple Grants, Coor dination and Support Actions, SME Support Actions, 

Grants for Financial Support, Grants for Procurement, PAC Grants for Procurement, 

Lump Sum Grants, Framework Partnerships  

¶ CEF: Project Grants, Infrastructure Projects, Lump Sum Grants, Unit Grants, Framew ork 

Partnerships  

¶ Single Market Programme : Project Grants, Lump Sum Grants, Grants for Financial 

Support, PPI Grants for Procurement, Framework Partnerships, European Statistics , etc .  

Within th e types of actions , EU grants fund all kinds of activities ( col laborative actions , 

coordination and networking actions , coordination and support actions, support to 

organisations, technical assistance and capacity building actions , mobility actions , cofund 

actions to existing grant  scheme s/ procurement s of the benefici ar ies, infrastructure actions , 

etc ) .  

Technology readiness levels (TRL) 

Calls in the field of innovation (close to market) often use the notion of technology readiness 

level  to specify also the level of technology readiness  that is expected from the project s. There 

are  9 technology readiness levels :  



EU Funding & Tenders Portal: Online Manual: V1. 1 ï 15 .09 .202 2 

28  

¶ TRL 1 ð basic principles observed  

¶ TRL 2 ð technology concept formulated  

¶ TRL 3 ð experimental proof of concept  

¶ TRL 4 ð technology validated in lab  

¶ TRL 5 ð technology validated in relevant environment   

¶ TRL 6 ð technology demonstrated in relevant environment  

¶ TRL 7 ð system prototype demonstration in operational environment  

¶ TRL 8 ð system complete and qualified  

¶ TRL 9  ð actual system proven in operational environment . 

3.1.2 Projects that can be funded â Conditions for funding 

The types of projects and activities  that can  be funded are set out for each call in the call 

conditions on the Topic page . 

The other conditions  (e ligibility of participants, admissibility requirements, exclusion grounds, 

operational and fi nancial capacity requirements , award criteria , etc)  are also explained on the 

Topic page . 

 Please note that f or some programmes  (e.g. Horizon Europe, EDF and AMIF) ,  projects may 

need to undergo additional checks and procedures  before funding  can be awarde d, such as 

specific ethics review , security scrutiny , third country  control  check , etc .   

3.1.3 Apply with partners or as individual 

Who can apply? 

To see whether you r organisation  is eligible  for funding, check the  call conditions  on the Topic 

page . 

In ge neral , most EU funding programmes require that participants ( Beneficiar ies and Affiliated 

Entit ies)  are:  

¶ legal entities (public or private bodies, including international organisations)  

and  

¶ established in one of the eligible countries, i.e.:  

o EU Member St ate (including EU overseas countries and territories (OCTs))  

o eligible non -EU countries:  

o EEA countries (Iceland, Liechtenstein and Norway  ð if opted - in for the 

programme )  

o associated countries (countries associated to the funding programme by 

paying a contr ibution ð list differs for each programme ).  

 Please be aware, however, that  almost all programmes have additional criteria , which 

widen or narrow the group of entities that can apply. Some programmes are open to participants 

from the entire world (e.g. Ho rizon Europe)  others are deliberately restricted to EU countries 

only (e.g. EDF). In addition, the situation can be different from call to call even within a 

programme. It is therefore very important to carefully look at the call conditions.   

Moreover, par ticipants must be registered in the P articipant Register  (mandatory for 

Beneficiaries, Affiliated Entities and Associated Partners ) and  be validated by the Central 

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-register
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Validation Service  by the time the grant is signed (mandatory for Beneficiar ies and Affiliated 

Entit ies) .  

Multi-participant or mono-participant actions 

Most of the calls for EU grants target multi -beneficiar y consortia made up of participants from 

different countries ð to enhance the EU added value, promote cooperation between 

organisations in different countries, reinforce the quality of appli cations and ensure  fair 

competiti on  and equal opportunities  throughout the EU.  

Some programmes formalise this , by  adding specif ic requirements  for the consortium 

composition  (e.g. Horizon Europe , UCPM, etc) .  

To see whether a call requires minimum consortium composition, check the call co nditions on 

the Topic page.  

How to find partners for your project ideas? 

To find partners for your project ideas, you can:  

¶ Use the Partner Search function of the Portal. The function allows to:  

o look for organisations which received funding in the past  

o cre ate and check Partner Search requests by call/topic  

¶ Use other Partner  Search tools and services . A list of recommended support sites is 

offered under the Helpdesks & Support Services  page.  

¶ Participate in conferences, brokerage events organised by the EU or networks  in the 

Member States  (National Contact Points  or Desks , Enterprise Europe Network, etc) .  

Portal Partner Search    

If you wa nt to find experienced partners  who already have ongoing projects, or if you want to 

browse in the database of registered organ isations, visit the Partner Search  page . You can 

search by keyword/geographical area/funding type, etc. Search results inclu de complete 

organisation profiles with lists of funded projects and the possibility to contact representatives.  

If you have selected your area of interest via the Topic search, you may publish your 

offer/interest for one or more of the open/forthcoming top ics of a call on the Portal. All your 

published offers/interests will be visible on your organisation's page too.  

Enterprise Europe Network Cooperation Opportunities Database  ð The Enterprise Eu rope 

Network (EEN) publishes an extensive number of innovation and technology profiles from 

international companies and research organisations to help identify suitable partners for 

bilateral business, innovation and technology cooperation. The EEN databas e is updated with 

new profiles on a weekly basis. All profiles are published anonymously. Express your interest in 

collaboration by filling in and sending the Expression of Interest form to your local EEN office, 

who will establish the contact.  

Consortium roles and responsibilities 

When setting up your grant consortium, you should think of organisations that help you reach 

objectives and solve problems.  

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/helpdesks;programCode=EFC
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/partner-search
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/partner-search
https://een.ec.europa.eu/partners
https://webgate.ec.europa.eu/funding-tenders-opportunities/x/IQCI
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Beneficiaries â Affiliated Entities â Associated Partners â 
Subcontractors 

The roles should be attribute d according to the level of participation in the project. Main 

participants should participate as Beneficiaries  or Affiliated Entities  (former Linked Third 

Parties) ; other entities can participate as Associated Partners, Subcontractors, Third parties 

givin g in -kind contributions , etc .  

Associated Partners  and Third parties giving in - kind contributions  do  not get any part 

of the grant money and will therefore have to organise other funding sources (bear their own 

costs , internal reallocation of funding insid e the consortium, find investor s, etc) .   

 Subcontracting  should normally constitute  a limited  part of the project and will need to 

be justified (give reasons). Tasks may NOT be subcontracted inside the consortium (between 

Beneficiaries or Affiliated Entit ies).  

Coordinator â Other Beneficiaries 

The Coordinator  is responsible for managing the project, submitting reports and deliverables 

and acting as intermediary for all contacts with the EU Granting Authorit y.  

The other Beneficiaries  must implement their p art of the project and contribute to the grant 

administration  (preparing the grant, reporting, etc) .  

The consortium participants will be jointly responsible  for implementing the project activities 

(in accordance with their proposal/description of the acti on ). If a project is not finished  (or badly 

implemented) , the grant money may have to be reduced for everyone.  

3.1.4 Submit a proposal â Portal Submission System  

Proposal submission  

Proposals  must be submitted electronically using the Portal Submission S ystem .  

Where?  Access to the Submission System is available  through the Topic page on the Portal > 

Start Submission .  

Who?  Proposals must be created and submitted by a contact person of the coordinating 

organisation. Exceptions exist for some programmes / type s of action which are fully focused on 

individuals  (e.g. the Principal I nvestigator in Horizon Europe ERC grants or the Fellow in Horizon 

Europe MSCA grants) .  

How?  The Submission wizard  will guide you step -by -step through the process . You will need 

to us e the online forms and templates available in the Submission System . The application  form 

is described below .  

Submission process 

Get prepared: Finding your topic > Find partners > Plan your work and budget  

Electronic proposal submission: Get an EU Login account > Get  a PIC number (Participant 

Register )  > Launch Submission wizard > Pre - register your draft proposal > List participants, 

contact persons > Fill in Administrative Forms  (Part A)  > Upload Technical Description (Part B) 

> Submit your proposal  > Ackn owledgement of r eceipt   

Application form (Part A and B) 
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Proposals are submitted using the application forms available in the Submission System. The 

application f orm  is structured in into two parts,  Parts A and B:  

¶ Part A : contains the structured Administrat ive Forms  with data on the participants, legal 

declarations and contact persons ( retrieved from the Submission System screens) . It 

may also include some programme -specific questions . 

¶ Part B (the narrative part) :  Technical Description of the project with th e planned 

activities, work packages, costs, etc ( must be uploaded as PDF ) .  

Part A is generated while entering the data into the Submission System; Part B needs to be 

prepared in advance (using the template downloaded from the system ; do NOT use the standar d 

template  from the Topic page ).  

Part B will also include annexes  and supporting documents if required by  the call conditions  

(detailed budget table, declarations from national authorities, CVs, annual activity reports, etc) .  

 All participants can contrib ute to the parts, but it is the person from the coordinat ing 

organisation  who created the application who must  finalise and submit the application.  

For programmes with specific security requirements, special instructions may apply (e.g. for 

EDF, documents must be uploaded through a password -word protected zip file) . For such 

programmes, detailed instructions will be available in the call documentation.  

Tasks of the Coordinator :   

¶ Mandate: Make sure that you have the mandate of all participants to submit the 

application  (explicit agreement to participate).  

¶ Quality check:  

Check that the application is coherent and that Part A and B are  consistent (especially 

budgetary information).  

Make sure that the template has been followed and all sections are completed; m ake 

sure that no annexes are missing.  

Confidentiality 

EU services will treat your proposal  confidentially , as well as any related information, data 

and documents received.  

Our evaluators (both in -house and outside experts, if any) are also bound by an obli gation of 

confidentiality.  

 Please do NOT  discuss your proposal  with persons that might  act as expert evaluator for us 

or be otherwise involved in the evaluation , since this could lead to a conflict of interest with 

adverse consequences both for you and t he concerned person . 

Security, data protection and document retention 

Your proposal  and all the information receive d from you will be stored under secure  conditions 

at all times. The Portal is a closed , secured platform  with multiple safeguards . 

After the evaluation , we will keep the proposal s for audit trail purposes ( at least 5 years for 

unsuccessful proposals and 10 years after project end for successful proposals  and, possibly , 

longer if needed for controls, checks and audit purposes ) .  

Personal data wil l be handled according to the standards set out in  Regulation No 2018/1725 

and in line with the Portal Privacy Statement .  

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/ftp/privacy-statement_en.pdf
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 Please b e aware that y our proposal  MUST NOT  contain any classified information (Decision 

2015/444  or national rules ) . 

Access to proposals  

The proposals will rem ain sealed and closed until after the call deadline.  

However, in order to plan the evaluation process (organise translations, evaluation capacities, 

evaluators with specialist knowledge, etc)  we will ask you for permission to  access to certain 

information already before :  

¶ call title and topic for which the proposal is submitted  

¶ title of your application , proposal abstract , keywords  

¶ PICs of the participating organisations  

¶ relevant panel  (for proposals submitted to specific panels, e.g. Horizon Europe MSCA , 

UCPM) . 

 A warning will inform you that the Granting Authorit y will be accessing this information and 

will give you the opportunity to refuse access.  

Links  

¶ User Guide of the Submission S ystem  

FAQ  

¶ FAQ on Proposal submission and evalu ation  

3.1.4.1 Get prepared 

Before you can start completing  your application , you should study the call document ation , 

select partners and plan your project.  

  Study the call documentation 

Choose your topic , and then  read carefully the  related documents and  standard  

templates  that are available  on the Topic page . 

 The Submission System will check some basic admissibility and eligibility requirements, 

but NOT all of them. It is therefore very important that you carefully read the call 

conditions.  Please no te that whenever there is a contradiction between the IT checks in 

place and the call document ation , the call document ation  prevail s.  

  Select your partners for the project 

Most calls require several participants in the proposal  (see call conditions on th e Topic 

page) .  

You can use the Portal  Partner Search  to  find partners . Other partner search tools are 

explained in the  Helpdesk & S upport Services  page.   

Plan your project  and prepare the Technical Description (Part B)  

Planning of the work (work packages, del iverables, milestones)  

https://eur-lex.europa.eu/legal-content/EN/ALL/?uri=CELEX:32015D0444&qid=1586092489803
https://ec.europa.eu/research/participants/data/support/sep_usermanual.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/faq;type=1;categories=p_submission_eval;programme=H2020;actions=;keyword=
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/partner-search
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/helpdesks;programCode=EFC
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Look at  the call conditions , award criteria  and standard  application form  (Technical 

Description  (Part B ) ) on the Topic page . 

For most types of action the Technical Description must give a detailed description of the 

project idea and  work plan  (work packages , milestones and deliverables , division of  

responsibilities and resources , time schedule , project management structure , 

dissemination and communication activities ) .  

Work packages  

All project activities should be grouped in a logica l, consistent and structured way into 

separate work packages . All work packages must present a clear, logical link to the 

project objectives and to the other work packages. Ideally, each work package should 

constitute a sub -part of the project, a step lead ing to the achievement of the projectôs 

overall goals.   

Projects should normally have at least 2  work packages:  

- work package 1 ð management and coordination activities  

- work package 2 ð outputs related to the project goals.  

Beyond that, create only as ma ny as you need  (as many as necessary , as few as 

possible ) .  

Work package 1 should normally cover all activities related to the general management 

and coordination of the project and any activities that do not relate to any of the work 

packages leading to a specific result, but which are directly linked to the project as a whole.  

For the other work packages, describe the:  

¶ objective(s)  

¶ activities to be implemented ð in specific terms  

¶ (tangible and intangible) outputs to be produced.  

Milestones & deliverables ( if required)  

Concerning the outputs:  

1. Distinguish between milestones and  deliverables :  

- milestones: control points in the project that help to chart progress (kick -

off meetings, steering committes, first -draft of a survey, prototype, etc)  

- deliverables: ou tputs to be submitted to the EU (publication, leaflet, 

progress report, brochure, list, et c)  

2. Be as specific as possible, e.g.:  

- events ð the number of events, title, content, duration, number of 

participants, etc.  

- publications ð number of pages, languag e, format (printed/electronic), 

number of printed copies (in each language), etc.  

3. Be realistic about what you can achieve within the project duration. The scope of 

your project should be large enough to make a difference, but it doesn't need to produce 

an excessively high number of outputs.  

4. Refer only to major outputs. Do NOT include minor sub - items, internal working 

papers, meeting minutes, etc. Adapt the number of deliverables to the size of your 
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project and work packages  (use  as many as necessary, as few as possible) . You may 

be asked to reduce or increase  the number during grant preparation.   

Budget  

Look at  the  budget table  in the Administrative Forms (Part A)  in the Submission System . 

Only the white cells need to be filled in  (the grey cells are n ot applicable or automatically 

filled by the system) .  

Cross -check with  Part B to see if you will also need to submit a detailed budget table or 

outline  budgetary details also in Part B .  

The budget categories to be used for the call are set out in the call conditions  and explained 

in the AGA ð Annotated Grant Agreement .  

The budgeted costs should be based on  a detailed and accurate estimation of y our 

estimated project costs (based on the cost eligibility rules  set out in the Grant Agreement ). 

They should include all  your estimated costs (those of your Affiliated Entit ies should be 

presented separately , for each participating entity) .  

Keep your est imates on file ð you may be required to produce them later on.  

Annexes & supporting documents  

If required by the call conditions, you will need to prepare  additional annexes and  

supporting documents  (consortium description, declarations by the national aut horities, 

CVs, annual activity reports, etc) .  

 Use the templates provided inside the Submission System (NOT the ones on the Topic 

page).  

Detailed budget table (if required)  

For the comprehensive EU grants detailed  budget table  (5 sheets  all in one macro -

supported excel file ð required by some programmes ), follow these technical instructions:  

Sheets 3 and 4 have to be completed by each Beneficiary/ Affiliated Entity in separate 

excel documents. Sheet 5 should be filled in by the Coordinator manually ð after having 

all the information by the other Beneficiaries.  

Combine into a single PDF:  

1.  Save sheets 3 and 4 into one PDF per Beneficiary/ Affiliated Entity (choose sheets 

via óOptionsô when saving as PDF) 

2.  Save sheets 3, 4 and 5 into a PDF for the Coordinator.  

3.  Combine into a single PDF for upload (using Adobe Acrobat or the Preview App 

on Apple Macs).  

4.  Upload in the system (do NOT upload the excel files  ð macro files are currently 

not allowed ).  

For other types of detailed budget tables, proceed as above if macro -supported (.xlsm file 

format). For normal excel files (.xlsx file format), you can simply upload them as separate 

excel file.  

CVs (if required)  

Provide CVs  for the core project team (these are the key staff you have listed in part B and 

may include outside  experts, if key to your proposal).  

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/aga_en.pdf
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You can submit CVs in any format . If standard CVs are required in the call conditions  we 

strongly recommend you  to  use the Europass format . If short outlines are requested, there 

are no specific formatting requirements (but please keep the information on each person 

to name, birthdate and 1 -2 paragraphs describing studies and most relevant work 

experience).  

As far as possible, upload them in a single PDF file, rather than individually.  

If you are still recruiting, please prov ide the job  profile.  

Activity report of last year (if required)  

This report should describe your organisation's activities for the last year.  

It should be detailed enough  to allow us to check your organisationôs aims and activities 

and its operational and professional capacity.  

No finalised annual report yet?  Submit the draft version, certified by your organisation's 

legal representative.  

No report of this type available ? Create one for this application and have it certified by your 

legal representative.   

Online versions  ð If your report is available on your website, you can just provide a link 

(directly to the document(s), not simply to the homepage) and indicate the lin k on a 

separate sheet and upload it as annex (PDF format) . 

3.1.4.2 Electronic proposal submission 

Electronic proposal submission : Get an EU Login account > Get a PIC number (Participant 

Register) > Launch Submission wizard > Pre - register your draft proposa l > List participants,  

contact persons > Fill in Administrative Forms (Part A) > Upload Technical Description (Part B) 

> Submit your proposal > Acknowledgement of receipt  

Proposals must be submitted  online  using the Portal Submission S ystem  and before the call 

deadline.  

Details are explained in the  . 

Actions to be completed before submission 

 Create your user account to login to the Portal 

To be able to submit a proposal, you must first register  on the Portal for an EU Login acc ount .  

 Make sure all participants are registered (PIC) 

All participants  (Beneficiaries , Affiliated Entities  and  Associated Partners )  must be 

registered in the Participant Register  and have their 9 -digit Participant I dentification Code 

(PIC).  The Coordin ator has to be identified with its PIC number at Step 3  of the Submission 

wizard , while other participants at Step 4 .  

Read more about registration and  PIC search in the Regist ration and validation of your  

orga nisation  section .   

Submitting the application 

http://europass.cedefop.europa.eu/en/documents/curriculum-vitae
https://webgate.ec.europa.eu/funding-tenders-opportunities/x/SQKI
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The  Submission wizard  will guide you step -by -step through the process.  

Detailed explanations are available in the . 

 Do not forget to check the system requirements  for using the Submission System.  

 Launch the Submission wizard and enter information for the Administrative 
Forms (application form (Part A))  

Go to the topic on the Search funding & tenders page >  Start Submission .  

 Upload Part B (Technical Description) and annexes and supporting documents   

Part B (and the annexes and supporting documents )  can be  uploaded in Step 5 of the 

wizard.  Detailed instructions for preparing these documents are available in the section Get 

prepared .  

Tips 

Do not wait until  the end to submit   

It is highly recommended to submit your proposalas early as possible and a t least 48 hours 

before  the deadline. This will avoid technical problems (system requirements, local  

configuration settings , system congestion, etc) .  

 Please note that you can submit the proposal as many times as you want. Every submitted 

version will re place the previous one. Your proposal is sealed and  closed. It w ill not be accessed 

before the deadline of the call. There is no reason to delay submission for fear of disclosure.  

Affiliated entities  

In Step 4 of the wizard you specify the organisations  participating in the consortium. As from 

2021, this will include Affiliated Entit ies and Associated Partners . They will therefore need to 

have registered beforehand and have their PIC. T he ir  budget  will also have to be individualised 

already at application s tage  (separate row in the budget table).  

Access rights of individual contact persons  

In Step 4 of the wizard you also specify the contact persons for the organisations . To read more 

about the level s of access rights, see the Roles and  access rights  section .  

Changes to organisation - related data during proposal  preparation  

If your organisation is already registered, but organisation - related data has changed during 

proposal preparation, you cannot update it directly i n the Submission System .   

The update must first be requested via the Participant Register  (My Organisations > Actions > 

Modify Organisation ) :  

¶ by the LEAR (or Account Administrators)  for validated entities  

¶ by the Self - registrant  if your organisation has not been validated  yet .  

Page limits and formatting requirements for the Technical Description (Part B)  

Donôt forget that applications may have m andatory page limits and formatting requirements 
(indicated at th e beginning of the application form) . Excess pages will be automatically made 

invisible, and will not be taken into consideration by the evaluators . 

https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/Submission+system#Submissionsystem-Recommendedsystemconfiguration
https://ec.europa.eu/research/participants/docs/h2020-funding-guide/user-account-and-roles/roles-and-access-rights_en.htm
https://ec.europa.eu/research/participants/docs/h2020-funding-guide/user-account-and-roles/roles-and-access-rights_en.htm#Self-reg
https://webgate.ec.europa.eu/funding-tenders-opportunities/x/TgKI
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Checklist for submission  

Before submit ting  the proposal , check that:  

¶ your proposal fulfils the call conditi ons  

¶ the proposal  (both the Administrative Forms (Part A) and Technical Description  (Part 

B) ) is complete, readable, accessible and printable  

¶ the requested declarations have been made  

¶ all consortium members have:  

o obtained a user account to log in to the Portal  

o registered in the Participant Register.  

Mock evaluation  

For some programmes , you can find standard evaluation forms similar to those used by our 

evaluators on Portal R eference Documents . Try them out . Ideally, ask a disinterested colleague 

to carry out a mock evaluation.  

Multiple versions of proposal  

You can submit your proposal  several times before the deadline, to make updates or changes. 

To view or change your submitted proposal, go to My Proposals  > View Submitted > Re -edit 

proposal . As long as the call has not been closed, the new ly  submitted version will overwrite 

the previous one.  

 Please note that the re -edit functionalit y is not available for continuously open calls.  

Multiple proposals  

If the Coordinator  submits a number of similar proposals, the Granting Authorit y may ask them  

to choose one or more of them to be withdrawn.  

Specific submission schemes  

Two -stage submission  schemes  ð You must submit a short outline proposal for stage 1 and will 

be invited to submit a full application  only if you pass to stage 2 . The full application  must be 

consistent with the short outline proposal  (no  substantial differences allowed) . 

Call s with multiple cut -off dates  ð The call has a final closure date (usually the end of the 

funding programme) and several cut -off dates that trigger evaluation. There is an evaluation 

session after each cut -off date and the final closure date (normally with in a month). After each 

cut -off date, the submitted proposal s are grouped, reviewed and ranked together. Evaluation 

results are made available and proposals invited for grant preparation. If you miss a  cut -off 

date, the proposal  will be evaluated with the  next batch in the  next evaluation session.  

After submission  

At submission, the application package is combined into one document, sealed and an e - receipt 

is generated (with  date and time of submission ).  

All contact persons of the coordinating organisatio n will receive an e -mail (after each submission 

if several) .  If you have not received this e -mail, the application  has not been submitted.  

Please try again or contact the IT Helpdesk .  

After  the submission, t here is normally no further contact between  you and  us until after the 
end of the evaluation . The competent EU service will contact you only if  there is a need to clarify 

issues or request additional informat ion or if the call foresees a hearing/interview as part of the 

evaluation procedure .  

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/reference-documents
https://ec.europa.eu/research/participants/api/contact/index.html
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Withdrawal of submitted proposals  

Before the call deadline, a  proposa l can be withdrawn at Step 6  of the wizard  (My Proposals  > 

View Submitted > Withdraw proposal ) . After the call deadline , withdrawal has to be requested 

via the IT Helpdesk . 

Once withdraw n, the new status will be shown on the My Proposals  page  (and you can delete 

the application with the Delete button) .  

After the call deadline  

Once the call deadline has passed, no further corrections or re -submissions are possible. 

However, you can have read -only access to the submitted proposal  (My Proposals > View 

Submitted ).  

Proposals that were never submitted (remain  in draft  status) are accessible for 90 days after 

the call deadline (My Proposals  > View Draft ) .  

3.1.5 Complaints about failed submission 

If you think that submission of your pro posal failed and this was due to a technical error on the 

Portal side, you may lodge a complaint through the IT Helpdesk .  

The complaint  must be filed within 4 calendar days  after  call closure. You will receive an 

acknowledgement of receipt the same or next working day.  

What else to do?  You should secure a PDF version of the part B and annexes of your application  

holding a time st amp  before the call deadline  (file attributes listing the date and time of creation 

and last modification) , as well as proof of the alleged failure (screenshots) . You may be 

requested by the IT Helpdesk to provide these items.  

EC services will check  the I T logs  (application log files and access log files of the Commission 

IT systems involved) and see if they show a technical problem on the Portal side which 

prevented you from submitting (or resubmitting) the proposal .  

You will  be notified about the outcome  as soon as possible .  

If your complaint is justified , the files you  provided  to the IT Helpdesk  will be used as your  

proposal  and sent for  evaluation. If you didnôt provide any files, the last version recorded in the 

IT system will be used . 

Links  

¶ Proposal Submission S ystem  User Manual  

3.2 Selection â From evaluation to grant signature 

3.2.1 Admissibility and eligibility check 

Once you have submitted a pro posal, the Granting Authorit y will  check :  

¶ admissib ility  (complete and properly put together) and  

¶ eligib ility ( fulfills eligibility conditions )  

and then  

¶ ask  an  independent evaluation committee to evaluate  it .  

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/helpdesks/contact-form
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/helpdesks/contact-form
https://ec.europa.eu/research/participants/data/support/sep_usermanual.pdf
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Admissibility criteria 

The admissibility conditi ons  are set out in the call conditions on the Topic page.  

They are generally  the same across all EU programmes . The proposal must :  

¶ be submitted through the  online Submission System before the call deadline  

¶ be complete ð application form correctly filled o ut, all sections of Parts A and B 

completed, all  annexes and supporting documents provided  

¶ be readable, accessible and printable .  

Furthermore,  the proposal  should respect the page limit  set out in the application form . Excess 

pages will be automatically ma de illegible , and will not be taken into consideration by the 

evaluators .  

Eligibility criteria 

The eligibility criteria  are also set out in the call conditions on the Topic page.  

The basic eligibility check  involves  for most EU programmes  if the content of  the proposal  is in 

line with the topic description  and  if it involve s participants  coming from the right countries .  

Additional criteria depend on the programme  or specific topic  ( i.e. minimum consortium 

composition, type of participant, geographic locati on of the project activities,  coordinator  from 

an EU country, etc .) .  

For more information on participation of non -EU participants , see Who can apply  section .  

Outcome of the admissibility and eligibility check 

If a proposal  is inadmissible or ineligible, the participants will be informed (through the 

coordinating organisation)  and the rejection letter  will be posted  in their Portal library  (My 

Proposals  > Actions > Follow -up  > Proposal Management & Grant Preparation > Documents ) . 

For c omplaints procedures against such rejections , see section Complaints about proposa l 

rejection . 

3.2.2 Evaluation 

Admissible and eligible proposals are sent on to evaluation by an independent evaluation 

committee.  

For most programmes the evaluation committee (panel)  is made up of EU staff from the 

Granting Authorit y and other services. T hey are often and assisted by outside experts for 

individual evaluation and consensus group evaluation. For some programmes however (e.g. 

Horizon Europe) ,  the committee  is usually  composed exclusively of outside experts ð for all 

stages of the evaluation p rocess (no internal staff) .  

The evaluation committee  will also take position on the operational capacity of the consortium 

and individual participants to properly implement the tasks planned.  This assessment will be 

based on the competence and experience o f the participants , including operational resources 

(human, technical and other)  and is, for many programmes, integrated into the award  criteria .  

3.2.2.1 Award criteria 

https://ec.europa.eu/research/participants/portal/desktop/en/projects/index.html
https://ec.europa.eu/research/participants/portal/desktop/en/projects/index.html
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Award criteria, scores thresholds and weighting 

Proposals are evaluated and scored agai nst award criteria  set out  in the call conditions on the 

Topic page .  

The award criteria , scores, thresholds and weightings depend on each programme and type of 

action.  

Globally speaking most programmes evaluate the following  quality parameters: project 

re levance, quality /implementation and impact. But in practice the labels vary and the 

parameters are broken down into different aspects and focal points (see call conditions and , for 

some programmes, the Programme Guides,  e.g. Horizon Europe Programme Guide , Erasmus+ 

Programme Guide , AGRIP Programme Guide ) .   

To be considered for funding , your proposal must score above a certain threshold  for each 

individual award criterion, and ab ove an overall threshold  for all of them together .  

Moreover, in order to  receive funding, your proposal must be ranked sufficiently to be above 

the budget - threshold (relative positioning in the list of all proposals , compared to the other  

proposals ). For calls which provide for weightings, th is ranking will also depend on the 

weighting.  

 Your p roposals will be evaluated on its  own merit, and not its  potential should certain 

changes be made. Proposals with an inflated budget are likely to receive a lower s core.  

3.2.2.2 Evaluation and evaluation results 

Evaluation process 

Briefing  

Evaluation: Individual  evaluation > Consensus group > Panel review  

Briefing of evaluators 

Before starting the evaluation process, the evaluators are briefed on:  

¶ the evaluation proc esses and procedures (including award criteria)  

¶ the content of the topics under consideration  

¶ the need to evaluate proposals as they were submitted, rather than their potential 

should certain changes be made  

¶ for outside experts: the terms of their contract  (confidentiality, impartiality, conflicts of 

interest, completing tasks and approving reports, penalties for non -compliance , etc ) .  

 For most EU programmes , there is no scope for recommending improvements to proposals 

(including improvements on the budget ).  

Individual evaluation 

During the individual evaluation, the evaluators work individually. Each evaluator gives a score 

for each criterion, with explanatory comments, and prepares an individual evaluation report 

(IER) . 

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/horizon/guidance/programme-guide_horizon_en.pdf
https://ec.europa.eu/programmes/erasmus-plus/about_en
https://ec.europa.eu/programmes/erasmus-plus/about_en
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/agrip/guidance/programme-guide_agrip_en.pdf
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Proposals are normally evaluated b y at least three individual evaluators (for some programmes 

and types of action, two may suffice; for many it is five) . 

The  evaluators  should also indicate if the y consider that the proposal :  

¶ is out of  scope or  

¶ involves security issues that will need furth er scrutiny.  

Consensus group 

After the  individual evaluation, all evaluators who have evaluated the  proposal  will get together  

in a consensus group , to agree on a common position  on  comments and scores.  

For consensus groups made up of outside experts, the  group will normally be assisted by a 

member of the Granting Authorit y staff who will act as  moderator  to :  

¶ seek a consensus, impartially and  

¶ ensure that each proposal is evaluated fairly, according to the award  criteria . 

Panel review 

After the consensus ph ase, the evaluation committee ( panel ) will take over and discuss the 

proposals  to :  

¶ reach an agreement on the scores and comments for all proposals evaluated together , 

checking consistency across the evaluations  

¶ if necessary, propose a new set of marks or revise comments, and resolve cases where 

evaluators were unable to agree  

¶ rank the above - threshold proposals and give a priority order for proposals with the same 

score.  

Proposals with the same score 

The evaluation committee will recommend a priority order for proposals with the same score ,  

using the procedure set out in the call conditions .  

Interviews/hearings 

If provided for in the call conditions, t he evaluation committee  (panel) may arrange 

interviews/ hearings .  

In this case, invitations are sent to the coordinator s of above - threshold proposals (and, 

sometimes, also to those with scores above individual thresholds but below the overall 

qualifying threshold ) .  

The interviews/hearings may be held remotely or on site, in Brussels.  

The questions to be asked w ill be determined by the panel  beforehand and sent to all proposals . 

The interviews/hearings will be used to get further information to clarify the proposals and help 

the panel establish its final ranking list and scores.  They may not serve to change propo sals  or 

add missing information.  

Outcome of evaluation 
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On the basis of the report and ranked list provided by the evaluation committee (panel) , the 

Granting Authorit y reviews the  evaluation  result ,  puts together the final ranking list  and 

informs the part icipants .  

You can find the timing  the evaluation and information on evaluation results in the call 

conditions on the Topic page.   

Final ranking â Reserve list â Rejections 

The Granting Authorit y produces the final ranked list  and the  list of application s p roposed 

for  funding .  

The number of proposals in the list depends on the available budget.  If the available budget is 

too small to fund all above - threshold proposals  (normally the case because EU grants are 

heavily oversubscribed), some proposals  may be pu t on a reserve list . These will then be 

offered funding if a higher -scoring project does not go ahead or additional funds become 

available.  

The below - threshold proposals  will be  rejected .  

 Proposals will NOT be offered funding if the Granting Authorit y fi nds that it is already funding 

very similar work elsewhere, or a proposal is in any way manifestly contrary to EU general 

principles or established EU priorities or  policies .  

Evaluation result letters â Evaluation summary report 

The participants  will be in formed  (through the coordinating organisation) about the ir  evaluation 

result  (together with the evaluation summary report (ESR)) and it will be posted in their Portal 

library (My Proposals  > Actions > Follow -up  > Proposal Management & Grant Preparation > 

Documents ).  

 

If your proposal  was successful, you will get a  grant preparation  invitation letter . To follow 

the further steps of preparing your grant, you will be prompted  for each of the actions that need 

to be carried out. Details are explained in the ne xt section Grant preparation .  
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 Please note that invitation to grant preparation is NOT a formal commitment for funding . The 

final decision on your project will only be taken at a later stage ð this depends on the fina lisation 

of grant  preparation and further checks  which we still need to make ( i.e.  financial capacity, non -

exclusion, etc) . 

If your proposal was not succesful, you will receive a rejection letter . The means of redress for 

such rejections  are described in t he section Complaints about proposal rejection . 

3.2.3 Special procedures: Ethics review, security scrutiny, 
Ownership control check 

Ethics review  

In order to avoid funding of ethically problematic act ivities, some funding programmes require 

an ethics review procedure  to clear the projects (e.g. Horizon Europe, Digital Europe, EU4H, 

AMIF) .  

The details and the scope of the ethics review depend on each programme. Most programmes 

simply check whether proje cts raise ethics issues and, if so, whether  these are adequately 

addressed . Some programmes, such as Horizon Europe , have  a more elaborated review 

procedure which includes several steps depending on the complexity of the issues (see Horizon 

Europe Programme Guide ).   

The participants will be informed (through the coordinating organisation) of the ethics review 

result and it w ill be posted in their Portal library  (My Projects  > Actions > Manage Project  > 

Document  Library ) .  

If the ethics review leads to requirements to be implemented before  grant signature, you will 

need to take immediate action to comply (and may also have to a dapt the description of the 

action (DoA Part B) to reflect this ). If the review leads to a dditional requirements to be fulfil led 

during  the project, they are automatically added as ethics deliverables  into the system  and DoA 

Part A and will be placed in an  automatically generated work package called ethics 

requirements . If the review shows that there are serious ethics issues that cannot be solved, 

funding may have to  be refused.  

 You may be asked to provide additional information if this is needed to comp lete the ethics 

review (e.g. in case of serious or complex ethics issues or missing information) .  

Links  

¶ How to complete your ethics self - assessment  

Security scrutiny  

In order to ensure that classified information ( for EU classified information (EUCI), see Decision 

2015/444 )  is protected from unauthorised disclosure and that security issues emerging from 

project activities are appropriately addressed , some EU programmes systematically provide for 

a security review procedure for applications tha t operate in security relevant contexts  (e.g. 

European Defence Fund, Horizon Europe , Digital Europe ) . 

The details and the scope of the security review depend on each programme. Some 

programmes, such as Horizon Europe  and Digital Europe , have a more elabora ted security 

review procedure which includes several steps depending on whether the topic under which a 

proposal is submitted is flagged by the Commission as security sensitive or not (see Horizon 

Europe Programme Guide ) .  

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/horizon/guidance/programme-guide_horizon_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/horizon/guidance/programme-guide_horizon_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/how-to-complete-your-ethics-self-assessment_en.pdf
https://eur-lex.europa.eu/legal-content/EN/ALL/?uri=CELEX:32015D0444&qid=1586092489803
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/horizon/guidance/programme-guide_horizon_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/horizon/guidance/programme-guide_horizon_en.pdf
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The security scrutiny (which is the final step of the more elaborated security review) is 

essentially the same for all programmes: proposals must be cleare d by the Security Scrutiny 

Group (composed of national security experts nominated in agreement with their national 

security authorities (NSAs)). The Security Scrutiny Group will determine the level of sensitivity 

of the application and check whether all se curity aspects are being handled appropriately. You 

will be informed about the result through your coordinator.  

If the security scrutiny leads to requirements to be implemented before grant signature, you 

will need to take immediate action to comply. If th e scrutiny leads to classification and additional 

requirements to be fulfilled during the project, this will be automatically reflected in the system 

(classification of existing deliverables, limited dissemination of existing deliverables due to 

security r easons, security aspect letter (SAL), security classification guide (SCG), appointment 

of project security officer, establishment of security advisory board, etc.) . If the scrutiny shows 

that the project is too security sensitive, funding may have to be re fused.  

Links  

¶ How to handle security -sensitive projects  

Third country control 

Some programmes (or calls ) limit  the  participation of  entities which are controlled by third 

countries (e.g. European Defence Fund, Digital Europe, Horizon Europe , CEF) . In this case, a 

special procedure is needed to verify ownership control of participants.  

Links  

¶ Guidance on participation in DEP, HE, EDF and CEF -DIG restricted calls  

¶ Rules on Legal Entity Validation, LEAR appointment and Financial Capacity Assessment  

3.2.4 Grant preparation 

Grant preparation  

The Grant Agreement  must be prepared directly in the Portal Grant Management System.  

Where?  Access to the Grant Management Syst em is available through My Projects  > Actions 

> Manage Project  > Proposal Management & Grant Preparation > Grant agreement data 

prepa ration . 

Who? The Grant Agreement  data should be prepared by the consortium participants together 

and submitted by the Coordinator . 

How?  You will be prompted by e-mail for  all the actions that you need to carry out for the grant 

preparation .  For more detail s, see the list of grant - related notifications .  

What? The grant preparation process consists of :   

¶ set tin g up the Portal Grant Management System with  the :  

o participantsô legal, administrative and fi nancial information   

o description of the action  (DoA, Annex 1  GA)   

o estimated budget  (Annex 2 and 2a  GA)  

o project variables  (when the project starts, reporting periods, amount of 

prefinancing,  GA options, etc )  

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/how-to-handle-security-sensitive-projects_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/guidance-participation-in-dep-he-edf-cef-dig-restricted-calls_dep-he-edf-cef-dig_en.pdf
https://ec.europa.eu/research/participants/data/ref/h2020/grants_manual/lev/h2020-rules-lev-lear-fvc_en.pdf
https://webgate.ec.europa.eu/funding/x/6QCY
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o legal documents  needed for grant signature (decla rations of honour)  

¶ so that the system can generate the Grant Agreement  

and  

¶ trigger sign ature  directly inside the system ( Grant Agreement  and Accession Form s).  

In parallel, the Granting Authority will perform the remaining legal checks to ensure that all the 

successful proposals can receive EU funding (legal entity validation, financial capacity check, 

non -exclusion check, etc) .  

 Our Grant Agreement  clauses are common to all EU programmes and mandatory for all  

beneficiaries.  They are explained in more deta il in the AGA ð Annotated Grant Agreement .  

Grant preparation process 

Enter & submit grant data :   Entering legal, administrative & financial da ta  > Preparing the 

Description of the Action (DoA )  

Signing the Grant Agreement  

Description of the Action (DoA) (Part A and B) 

The d escription of the act ion (DoA , Annex 1 )  is structured like  the application  form  into 

two parts ,  Parts A and B:  

¶ Part A : contai ns the structured tables with project information ( retrieved from the Grant 

Management System tabs )  

¶ Part B (the narrative part) :  is based on Part B of the application  form and must be 

uploaded as a PDF.  

Creating Part B of the DoA is straightforward, as it can be derived directly from Part B of the 

application . The instructions for this are  available on Portal R eference Documents .  

The system will merge the Part s A and B , generating a single PDF with the full description of 

the action  (DoA) .  

 All participants can contribute to the parts, but it is the Coordinator  who will  have to finalise 

and submit  it .  

Tasks of the Coordinator :   

¶ Workpl an tables : Complete the workplan tables in Part A, (work package descriptions , 

deliverables  and  milestones )  

¶ Check that all PICs have been validated by the Central Validation Service  

¶ Quality check:  

Check that the DoA is coherent and that information in Par t A and B is consistent.  

Some programmes will ask you not to simply attach the application , but to adapt Part 

B. In this case , try to avoid overlaps between Parts A and  B (delete work plan tables 

from Part B , etc ) .  

Check that DoA and the application  mat ch: please check i f the content of the DoA differs  

from the application , as this must be in compliance with your invitation letter to start 

grant preparation. In addition, you may correct shortcomings identified by the experts 

in the evaluation summary re port. The information presented in the DoA can be made 

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/aga_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/reference-documents
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more consistent if necessary. Any  errors should be corrected (data displayed in a table 

or figure is at odds with the description , etc ) .  

Check that the DoA and the l egal and administrative information  match : for example, it 

must describe the role and tasks performed by each Partner (Coordinator, Beneficiary , 

Affiliated Entity, Third party providing in -kind contributions , etc)  defined in the 

structured part .  

Make sure that the template has been followe d and all sections are completed  and no 

annexes are missing.  

Termination of grant preparation 

If the consortium decide s against the  grant during grant preparation, they can launch the 

termination process directly in  the Portal . See the detailed screens and  descriptions in the 

 on grant preparation termination .  

 This type of termination works only during grant preparation. Afterwards (after grant 

signature), the grant must be formally terminated by amend ing  the GA  (early termination 

amendment) . 

Links  

¶ Horiz on 2020 Coordinators' Day 2019  agenda with presentations  

¶ How to successfully manage a Horizon 2020 - funded project ð 10 practical tips on 

research project management  

¶ Communication to Horizon 2020 beneficiaries: How to avoid errors when claiming costs 

in H2020 grants  

FAQ  

¶ FAQ on grant preparation  

3.2.4.1 Enter & submit grant data 

Actions to be completed before grant preparation 

 Organise access rights and roles 

All Beneficiaries need acc ess rights in order to prepare their grant data in the system and 

sign the legal documents (declaration s of honour , Grant Agreement s and Accession Form s).  

The contact persons of each organisation indicated in the proposal will automatically receive 

access rights during grant preparation:  

Pr oposal  Grant preparation  

Person who created the application  ou 
submit the proposal?  

PCoCo 

Contact person s with full access rights  CoCos (for Coordinator ) + PaCos (for 
other Beneficiar ies)  

Contact person s with read -onl y rights  Team Member s (TeMes)  

https://ec.europa.eu/research/participants/data/ref/h2020/other/events/2019-09-19/h2020-coordinators-day-agenda_en.pdf
https://ec.europa.eu/research/participants/data/ref/h2020/other/gm/h2020-guide-to-research-pm_en.pdf
https://ec.europa.eu/research/participants/data/ref/h2020/other/gm/h2020-guide-to-research-pm_en.pdf
https://ec.europa.eu/research/participants/data/ref/h2020/other/comm/190305_avoiding-errors-when-claiming-costs_en.pdf
https://ec.europa.eu/research/participants/data/ref/h2020/other/comm/190305_avoiding-errors-when-claiming-costs_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/faq;categories=grants;programme=null;actions=;keyword=
https://webgate.ec.europa.eu/funding-tenders-opportunities/x/0IBy
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In addition, if your organisation has already been validated, the LEAR will normally also 

already have been appointed.  

Other persons and roles  (especially LSIGNs and FSIGNs)  will have to be appointed first by 

the LEAR ( My Or ganisations > Actions > Edit Organisation Roles  > Add Roles ) and then 

assigned to the project b y the CoCos and PaCos  (My Projects > Actions > Project 

Consortium > Edit Roles ) . 

The minimum setup of roles  that you need to prepare and conclude the Grant Agree ment  

are the following :  

¶ for the Coordinator :  

o Primary Coordinator C ontact (PCoCo )  ð already appointed  

o Legal Entity  Appointed  Representative (LEAR)  

o Project Legal Signatory (PLSIGN)  

¶ for other Beneficiaries:  

o Participant Contact  (PaCo)  

o Legal Entity  Appointed  Representative (LEAR)  

o Project Legal Signatory (PLSIGN) . 

The same  person can fulfil several  or all of the above roles.  

 Our system allows for only one signature on your side. If your internal rules require  

several signatories , you must give an internal ma ndate to one  of them  and ensure  that the 

electronic signature in our system is executed only after all the necessary internal 

authorisations were given. These authorisations must be collected, stored and kept by you  

in line with your  usual management pract ices (usually paper -based ) so that they can be 

provided to us in case of EU controls, checks or audits . 

More details about nomination  are  in the Roles and access rights  section . 

 Make sure all participants are registered and validated (PIC)  

All Beneficiaries and Affiliated Entities  must be registered and validated  in time for grant 

signature  (see section on Registration and validation of your organisation ) .  

Associate d Partners need to be only registered (have a PIC ); no validation is needed, 

because they will not receive any grant money.  

 Prepare and sign a consortium agreement (always recommended; in many 
cases mandatory) 

Consortium agreements are mandatory for many  EU programmes . But even if they are not , 

it is highly recommended to have arrangements in place t o cover consortium - internal issues 

that may arise during the project (e.g. decision -making procedures , resolve conflicts , 

safeguard intellectual property righ ts , etc ) . The consortium agreement should be signed 

before the Grant Agreement . For details, see AGA ð Annotated Grant Agreement, art 7 

and  th e How to establish your H2020  consortium agreement .  

Enter legal, administrative & financial data  

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/aga_en.pdf
https://ec.europa.eu/research/participants/data/ref/h2020/other/gm/h2020-guide-cons-a_en.pdf
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You need to prepare the Grant Agreement  in the Po rtal Grant Management System.  

Details are explained in the . 

 Enter the structured information into the system (Part A of the DoA)  

Go to My Projects > Actions > Manage Project > Proposal Management & Grant Preparation 

> Grant agreement data preparation  and t ransfer the information from your application 

form  (Part B )  to the Work Packages , Deliverables, Milestones and Critical Risks  screens .  

You can m ove work package s up and down by drag & drop to position them in the order of 

your preference. When a work package  is moved to a new position, the numbering of WPs 

(and also the relative numbering of deliverables) is automatically adapted.  

 Enter the other grant data into the system 

a) Set the project starting date 

Set the date on which the project is to start  (starting date of the action)  on the Project 

Summary screen . 

The options may vary depending on programme and type of action  (see call conditions) , 

but generally t here are 2 options:  

¶ the first day of the month after entry into force (signature by EU)  ð default 

option  

¶ if needed, a fixed start ing  date may be agreed ð this should be the first day of 

a month and normally after grant  signature  (unless authorised otherwise by the 

Granting Authorit y).  

 If you enter a fixed start ing  date, you will be asked to jus tify your choice. If you 

chose  a start ing  date before  grant  signature,  you must explain why your project requires 

this. Please note that t he start ing  date can normally NOT  be before  the date on which 

your application was submitted  (unless explicitly allowe d in the call conditions) . Please 

also note that any project activities  taking place before grant  signature bear the risk 

that the grant may finally not be signed.  

b) Check the project reporting periods 

The reporting periods will be pre - filled for each cal l on the Reporting Periods screen .  

To minimise administrative burden for you, we will choose the smallest possible number 

of reporting periods. On average, most programmes tend to have reporting periods 

between 12 and 18 months.  

c) Check the prefinancing for the project 

The standard prefinancing percentage will be pre - filled for each call on the Project 

Financial Information screen.  

The final prefinancing amount for each project will however be fixed only later, once the 

budgetary information is completed  from your side and the Granting Authorit y has 

examined the results from the financial capacity assessment (see section Financial 

capacity assessment ) . The prefinancing may  be lowered in case of low financia l capacity.  

d) Complete the legal and administrative information for the participants 

https://webgate.ec.europa.eu/funding-tenders-opportunities/x/y4By
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Fill in the missing information for each participant on the Partner Summary screen  and 

complete the Affiliated Entities and Associated Partner screens .  

e) Define the budgets for the participants 

Fill in the budget for each participant on the Partner Financial Information screens . 

Make sure the budget details match the proposal  and the GAP invitation letter  (and the 

detailed budget table, if required) .  

f) Provide the banking details for the Coordinator 

Select the bank account to be used for payments from the dropdown menu on the  

Coordinator ôs Bank Account screen.   

 If your preferred bank account is not listed, you must ask your  LEAR to add the bank 

account in the Participa nt Register (My Organisations  > Actions > Modify Organisation ). 

Once th e new bank account has been validated (this may take a few days), it will appear 

in the dropdown menu  and you  will be able to select it.  

f) Enter other information as prompted 

 Upload Part B of the description of the action (DoA) 

Upload Part B on the Documents screen.  Follow the instructions from Portal R eference 

Documents .  

 Sign the declarations of honour (DoH) 

For each Beneficiar y, the PLSIGN must sign a declaration of honour  (DoH) directly in the 

system  (grant declaration) .  

Affiliated entities also need to sign a DoH. For them, the responsible Beneficiary mus t 

download the template from Portal R eference Documents , ask each entity to complete and 

sign it (blue - ink) , then  upload the  scanne d DoHs for their linked third parties.  

 Joint and several liability of Affiliated Entities (if required) 

If the Granting Authorit y requires joint and several liability of an Affiliated Entit y, the 

declaration on joint and several liability must be submitt ed together with the Accession 

Form . 

The Beneficiary must download the form  prepared by the system, ask the Affiliated Entit y 

to  sign it (blue - ink ) and upload the scanned declaration when signing the Accession Form . 

For more  details, see AGA ð Annotated Grant Agreement , art 22 .  

 Prefinancing guarantee (if required) 

If the Granting Authorit y requires a prefinancing guarantee, you need to obtain this from 

a bank or approved financial institution (using the template available on Portal R eference 

Documents ) , send a scanned cop y through Portal Formal Notifications (My Projects  > 

Actions > Manage Project  > Launch new interaction with the EU  > Formal Notification ) and 

the original by registered post with proof of delivery to the mail address of the service 

responsible for your gra nt.  

For more details, see AGA ð Annotated Grant Agreement, art 23 .  

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/reference-documents
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/reference-documents
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/reference-documents
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/aga_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/reference-documents
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/reference-documents
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/aga_en.pdf
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 Submit grant preparation to the Granting Authority 

 Assessment by the Granting Authority and finalisation of GA data  

The Project Officer  will enter the EU grant preparation data (GA options, etc) and check the 

data submitted by the consortium. If needed, they  will send back the session to the 

consortium for changes / addition  information (ping -pong).  

Tips 

Changes to consortium composition / project  during grant preparation  

 Please note that c onsortia /projects  can be altered ONLY under exceptional circumstances ,  

and ONLY if duly justifi ed .  

Nonetheless, there may be circumstances where you may need to change/adjust  the consortium 

composition/project  before grant signature (bankrupt cy, merger/acquisition,  loss of  a key 

member of staff that is needed to carry out the project , etc) .  

In this case, your Coordinator  should contact the EU Project Officer  explain why and propose a 

solution  ( reassign tasks and budget within the consortium  or to a new participant , adjustments 

to the project, etc) .  

If accepted, you may  need to update the Grant Management System screens and upload a new 

Part B.  

 Please note that the proposals may NOT be substantially changed and that all changed 

elements must comply with the call conditions for the call. Redistribution of tasks must be in 

line with the competences of the participants concerned and the qualit y of the 

project/consortium must be guaranteed.  

If no acceptable solution is presented, we will request you to withdraw the proposal and 

terminate grant preparation .  

Deadlines  

In the interest of all sides, we will try to handle grant preparation as swiftl y as possible (ideally 

3 months  after you receive  the GAP invitation letter ).  

To make this happen, we will ask you to comply with relatively strict  deadlines during grant 

preparation:  

¶ Preparation grant  data & annexes (f irst version ) : 3 weeks  after GAP inv itation letter  

¶ Finalisation  grant data & annexes : up to  2 weeks  after reply by Project Officer  

¶ Sign  declaration of honour  (DoH) : at the latest 6 weeks  after GAP invitation letter.  

¶ Grant signature:  3 months  from GAP invitation letter  

Deadlines can be extend ed under exceptional circumstances  by the EU Project Officer . 

 Please note that i f you have not been granted an extension , and fail to meet the established 

deadlines, preparation of your Grant Agreement  may be terminated and your proposal rejected.  

3.2.4.2 Final legal checks 




























































