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The Work Programme is the annual work programme drafted by the European 

Commission to implement the programme of Community action in the field of 

consumer policy (2014-2020). ('the Programme'), European Commission 

Implementation Decision C (2017) 7551 final of 17/11/2017)1. 

The Consumers, Health, Agriculture and Food Executive Agency (Chafea), 

manages the technical and financial implementation of the EU Health 

Programme, the Consumer Programme, the Better Training for Safer Food 

initiative and the AGRI promotion actions provided for in Regulation. 

A beneficiary is an organisation that receives EU co-funding following 

successful application in one of the EU's funding programmes and the signature 

of the related grant agreement (during the application process reference is made to 

the "applicant(s))".  

A mono-beneficiary and a multi-beneficiary grant agreement (GA) are a 

binding written agreement signed by the parties: Chafea (acting under powers 

delegated to it by the European Commission) and the beneficiary organisations, 

i.e. the recipients of the EU co-funding. By signing the agreement, the beneficiary 

organisations accept the grant and agree to implement the action under their 

responsibility and in accordance with the agreement with all the obligations and 

conditions that the latter sets out. 

The Participant Portal (PP) is the website hosting the information about funding 

for several EU programmes including the Health Agriculture and Consumers 

Programmes and the Horizon 2020 programmes. 

The ECAS account is the European Commission's Authentication Service. It is 

the system for logging on to a whole range of websites and online services run by 

the Commission.  

The Beneficiary Register is the European Commission's online register of the 

beneficiaries participating in the Health, Agriculture and Consumers Programmes 

and in Horizon 2020 programmes. This allows consistent handling of the 

beneficiaries' official data and avoids multiple requests for the same information. 

The Participant Identification Code (PIC number) is a 9-digit participant 

identification code, received upon completing the registration of the entity online. 

The LEAR (Legal Entity Appointed Representative) is the appointed 

representative within the beneficiary organisation. He/she is authorized to sign the 

grant agreement and action's documents on behalf of the organisation.  

http://ec.europa.eu/research/participants/docs/h2020-funding-guide/grants/applying-for-funding/register-an-organisation/lear-appointment_en.htm
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1. ELECTRONIC SUBMISSION – GENERAL INFORMATION 

 

The Calls for proposals under the Consumer Programme will benefit from the use of the 

Electronic Submission System originally developed for the Horizon 2020 Research 

programmes. Submitting an application is only possible online via the Electronic 

Submission Service of the Participant Portal and before the call deadline. The link to the 

Electronic Submission System can be found on Chafea's website and Research and 

Innovation Participants portal   

http://ec.europa.eu/chafea/consumers/  

https://ec.europa.eu/research/participants/portal/desktop/en/opportunities/cp/maste

r_calls.html 

 
The fact that the whole process is now done through an online system, requires a better 

level of preparation from the potential applicants before embarking on submitting the 

application itself. Even though the online system enables you to save successive versions 

of your application, Chafea strongly encourages you to have fully prepared the proposal 

before starting the online submission process and not view it as a "do-it-as-you-go" 

process. 

Also note that the online submission system is composed of a two-step process: 

a) Registration of the applicant organisation through a specific procedure;  

b) Submission of the proposal itself, also broken down into three parts, as follows: 

 Part A includes administrative information of the applicant organisations 

(coordinator and partners) and the summarized budget of the proposal. It is 

to be completed directly online. It comprises of fields of information, 

checklists and declarations to be filled by the coordinator. 

Note: 

In order to complete part A: 

- all other beneficiaries (i.e. not subcontractors and collaborating stakeholders) 

must be registered in the Beneficiary Register and communicate the PIC to the 

coordinator; 

- all other beneficiaries must have performed a financial viability self-check, via: 

http://ec.europa.eu/research/participants/portal/desktop/en/organisations/lfv.html  

- the coordinator must have the estimated budget per partner 

 

http://ec.europa.eu/chafea/consumers/
https://ec.europa.eu/research/participants/portal/desktop/en/opportunities/cp/master_calls.html
https://ec.europa.eu/research/participants/portal/desktop/en/opportunities/cp/master_calls.html
http://ec.europa.eu/research/participants/portal/desktop/en/organisations/register.html
http://ec.europa.eu/research/participants/portal/desktop/en/organisations/lfv.html
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 Part B includes the technical content and estimated budget of the proposal. 

This part must be written following the template provided by Chafea and in 

collaboration with the co-applicants (if relevant) and, when completed, 

uploaded directly as a PDF file into the Electronic Submission System. The 

template will be accessible once the applicant accesses the system. 

 Annexes: an annex is a necessary document to support your application. 

- Annex I Declaration of Honour –checking the applicant organisation's 

compliance with the exclusion and selection criteria. The template will be 

accessible once the applicant accesses the system. Annex must be uploaded 

directly into the Electronic Submission system in PDF format. 

 

1.1 Preparing for the submission of your application 

There are several stages to follow when preparing for the submission of your application, 

such as documents to consult (see below); sign up to your existing ECAS account for 

registered users or create a new ECAS account for new users; and register your 

organisation in the Beneficiary Register. 

1.2 Create a user account on the Participant Portal – your ECAS Account 

Applications in response to this call are only possible via the Electronic Submission 

System. In order to use this system you first need to create a user account, the so-called 

ECAS account. 

To do so, you simply need to access the Participant Portal here: 

http://ec.europa.eu/research/participants/portal/desktop/en/home.html     

Figure 1: Screen shot of the Participant Portal homepage 

 

 

http://ec.europa.eu/research/participants/portal/desktop/en/home.html
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You can see in the screen shot above that the homepage refers to registered and non-

registered users.  

 If you do not already have a user account for the Participant Portal, you simply click 

on 'REGISTER' (in the upper right corner next to 'LOGIN') and register online. For 

further details please consult the IT Help Guide for the submission of proposals, 

chapter 2; 

 If you already have a user account for the Participant Portal, you can log in (click on 

'LOGIN' in the upper right corner) and start entering the required information. 

1.3 Register your organisation - Beneficiary Register 

With the ECAS account at hand, you can proceed to the next step, which is to register 

your organisation; this is done through the European Commission's Beneficiary Register. 

The European Commission has an online register of the organisations participating in 

various EU programmes called the Beneficiary Register. This allows consistent handling 

of different organisations’ official data and avoids multiple requests of the same 

information. However, check first on the Beneficiary Register page if your organisation 

 is already registered at: 

http://ec.europa.eu/research/participants/portal/desktop/en/organisations/register.html 

Figure 2: Screen shot of the Beneficiary Register 

 

http://ec.europa.eu/research/participants/portal/desktop/en/organisations/register.html
http://ec.europa.eu/research/participants/portal/desktop/en/organisations/register.html
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 If you do not find your organisation there, and only in this case, you should start the 

registration process by clicking on 'Register your organisation'. 

 To complete this registration process, you will need to provide information about 

your entity legal status and its finances.  

 You do not need to complete the registration process in a single session. You can 

enter some information, save it and continue later on 'My Organisations' in 'My 

Area' section. Incomplete draft registrations are automatically deleted after one year. 

 Once your registration is finalised, you will receive a 9-digit Participant 

Identification Code (PIC number). You will need the PIC numbers of the 

coordinator and all other beneficiaries (i.e. not for subcontractors and collaborating 

stakeholders) in order to complete part A of the application. 

 The person who registers the organisation, called 'self-registrant', can submit 

updates and corrections (with corresponding supporting documents) on 'My 

Organisations' in 'My Area' section. 

 Please note that in case the registered organisation receives EU funding, the 'self-

registrant' will be replaced by the appointed representative LEAR (Legal Entity 

Appointed Representative). This person will then be the only person able to provide 

further updates. 

1.4 Deadline, acknowledgement of receipt, rejection of a proposal and complaints 

 Submission deadline 

The proposals must be submitted via the Electronic Submission System.  

The deadline for submission is 4 December 2018, 17:00:00 Hs. (Brussels local time) 

 

Please do not send your proposal by post or e-mail to Chafea! Please use only the 

Electronic Submission System!  

 

 Acknowledgement of receipt 

Before the call for proposal deadline, the applicant may replace the proposal with a new 

proposal. The date and time of the submission of the application will be automatically 

recorded and an acknowledgement of receipt email will be sent to the applicant 

organisation.  

If you do not receive an email with the acknowledgement of receipt, it is because the 

proposal has not been submitted. If you miss the call deadline, your proposal will be 

https://ec.europa.eu/research/participants/portal/desktop/en/organisations/index.html
http://ec.europa.eu/research/participants/docs/h2020-funding-guide/grants/applying-for-funding/register-an-organisation/lear-appointment_en.htm
http://ec.europa.eu/research/participants/docs/h2020-funding-guide/grants/applying-for-funding/register-an-organisation/lear-appointment_en.htm
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disregarded by the system and cannot and will not be considered as submitted. After the 

deadline for the call for proposal, changes or additions are no longer possible. 

The Electronic Submission System will carry out basic checks for completeness of the 

proposal, internal data consistency, virus infection file types, size limitations etc. The 

system will also check page limits in specific parts of the proposal and, if necessary, 

suggest that you shorten it. Excess pages (in over-long proposals/applications) will be 

automatically made invisible, and will not be taken into consideration by the experts. 

 Rejection of proposals  

IMPORTANT TO NOTE: it is extremely important that you upload the proper 

document (in PDF) under the corresponding heading as you may jeopardize your 

entire application, which shall be considered as inadmissible!  

Hence, before closing the application procedure or logging of, double-check if the 

content of your PDF documents corresponds to the given headings in the online 

submission tool.  

Once the proposal is submitted, the applicant will not hear from Chafea until the proposal 

is evaluated, unless: 

- Chafea needs to contact the applicant to clarify matters such as eligibility or to 

request additional information; 

- More information or supporting documents are needed to establish the legal entity  

- The applicant made a complaint. 

 Languages 

In principle, proposals may be submitted in any official language of the European 

Union. However, in order to facilitate the evaluation process, you are strongly 

encouraged to provide an English translation of the proposal. The English version should 

be at the beginning of the proposal, followed by the other language version.  

 How to file a complaint 

If you believe that submission failed due to a fault in the Electronic Submission System, 

you should immediately file a complaint via the Helpdesk on the Participant Portal, 

explaining the circumstances and attaching a copy of the proposal. The method of filing 

a complaint over other aspects of submission is explained in the information you receive 

via the electronic exchange system (see ‘My Area’ section of the Participant Portal). 

Note:  
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Chafea does not manage the submission process via the Electronic Submission 

System. Hence, please contact the Helpdesk of the Participant Portal and not 

Chafea for submission-related questions. 

 

1.5 Data protection 

The reply to any call for proposals involves the recording and processing of personal 

data (such as name, address and CV). Such data will be processed pursuant to Regulation 

(EC) No 45/2001[1] on the protection of individuals with regard to the processing of 

personal data by EU institutions and bodies and on the free movement of such data. 

Unless indicated otherwise, the questions and any personal data requested are required to 

evaluate the application in accordance with the specifications of the call for proposal will 

be processed solely for that purpose by the Executive Agency / the Commission. Details 

concerning the processing of personal data are available on the privacy statement at the 

participants’ portal:  

http://ec.europa.eu/research/participants/portal/desktop/en/support/legal_notices.html. 

The Service Specific Privacy Statement on "Grant Management"[2] explains the reasons 

for the collection and processing of your personal data, the way your personal data are 

protected and what rights you may exercise in relation to your data (the right to access, 

rectify, block etc.). 

 

Applicants are invited to check this website at regular intervals so as to be duly informed 

on possible updates that may occur by the deadline for submission of their proposals. 

Personal data may be registered in the Early Detection and Exclusion System (EDES), 

established and managed by the European Commission; the new system replaced the 

Early Warning System and the Central Exclusion Database as of 1 January 2016.  The 

purpose of the EDES is the protection of the Union's financial interests against unreliable 

economic operators. This is ensured via the following two components: 

 Early detection of risks threatening the Union Financial Interests via the inclusion 

of relevant markings (in case of suspicion or presumption); 

                                                 
[1] Regulation (EC) No 45/2001 of the European Parliament and of the Council of 18 December 2000 on 

the protection of individuals with regard to the processing of personal data by the Community 

institutions and bodies and on the free movement of such data. This Regulation is soon to be repealed 

and replaced by a new Regulation ((COM (2017) 8: Proposal for a Regulation of the European 

Parliament and of the Council on the protection of individuals with regard to the processing of personal 

data by the Union institutions, bodies, offices and agencies and on the free movement of such data, and 

repealing Regulation (EC) No 45/2001 and Decision No 1247/2002/EC).  

[2] http://ec.europa.eu/research/participants/data/support/legal_notice/h2020-ssps-grants_en.pdf 

https://eur-lex.europa.eu/legal-content/EN/TXT/?uri=celex:32001R0045
https://eur-lex.europa.eu/legal-content/EN/TXT/?uri=celex:32001R0045
http://ec.europa.eu/research/participants/portal/desktop/en/support/legal_notices.html
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 Exclusion of entities/ natural persons, imposition of financial penalties 

(administrative sanctions) in case of situations provided for by the law. 

Situations that may give rise to an Early Detection/Exclusion are provided for in Article 

142 and Article 143 of the Financial Regulation respectively. An economic operator can 

only be subject to early detection/exclusion following his/her notification by the 

responsible service. 

The EDES shall comply with Regulation (EC) No 45/2001 of the European Parliament 

and of the Council of 18 December 2000 on the protection of individuals with regard to 

the processing of personal data by the Community institutions and bodies and on the free 

movement of such data. 

Privacy statement for the EDES database is available under the following link: 

http://ec.europa.eu/budget/library/explained/management/protecting/privacy_statement_

edes_en.pdf 

 

2. APPLICATION  

 

As noted above, the application is composed of three parts:  

 Part A, which includes the administrative information (to be filled on-line);  

 Part B, which comprises the technical content of the proposal; and  

 Annexes: 

o Annex I  -  Declaration of Honour 

 

2.1 APPLICATION FORM: PART A – ADMINISTRATIVE PART  

Part A comprises fields of required information, checklists and declarations to be filled 

and must be completed directly via the online submission tool; it is structured in three 

sections, as follows: 

 Section 1: General information 

 Section 2: Administrative data of the organisation 

 Section 3: Budget 

 

Please note that Part A follows a common template and is applicable to all funding 

programmes and all financial instruments, regardless of the specificities of each. 

 

Figure 3: Screen shot of the Table of Contents for Part A 

http://ec.europa.eu/budget/library/explained/management/protecting/privacy_statement_edes_en.pdf
http://ec.europa.eu/budget/library/explained/management/protecting/privacy_statement_edes_en.pdf


 

Call for proposals N° Chafea/2018/CP/ADR-JA – Guide for applicants  11 

Section Title Action 

1 General Information  

2 Participants and Contacts  

3 Budget  

 

Section 1: General information 

In this section, you should provide the Acronym, Proposal Title, Duration (in months), 

Free Keywords and an Abstract (max. 2000 characters) explaining the key objectives and 

benefits of the proposal, how these will be achieved, and their relevance to the Work 

Programme 2018. 

The abstract will be used as a short description of the proposal in the evaluation process 

and in communication with the programme management committee and other interested 

parties. Therefore, do not include any confidential information and use plain typed text, 

avoiding formulae and other special characters. 

In the "Declarations" section, there are also a number of self-declarations to be made by 

coordinator by clicking the corresponding boxes. We recommend that the 

applicant/coordinator checks with all the partners before clicking the boxes. 

Note:  

Besides the self-declaration which is filled in by clicking, the applicants are also 

required to upload a formal Declaration of honour on the exclusion and selection 

criteria (Annex I). 

 

 

Section 2: Participants and contacts 

The applicant/coordinator will encode the PIC code of his/her organisation and of every 

other applicant (see section 6.3 of this guide). Part of the administrative data will be filled 

in automatically after encoding the PIC code. Then, the applicant/coordinator will be 

required to fill in the contact details for every participant. Hence, it is recommended to 

have this information at hand when completing part A.  

Section 3: Budget 

In this section you are required to provide a budget overview stemming from the detailed 

budget that you will include in your proposal (Template Annex 3 Detailed budget).  

The usual co-funding rate for joint actions under the Consumer Programme is up to 50% 

of the total eligible cost.  

The coordinator must fill in the budget table as presented below.  
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Explanation: 

White cells: to be filled by the coordinator 

Grey cells: automatically calculated  

Black cells: cannot be filled in – not applicable at the level of each applicant. 

Figure 4: The Budget Overview Table in part A 

 

 

Each row of the budget table represents the estimated expenditure and income for one 

applicant (be the beneficiary or affiliated entities).  

The final row of "Total" represents the total estimated expenditure and income for the 

whole action. 

Eligible costs are: direct personnel cost (column (a)), direct cost of subcontracting 

(column (b)) and other direct costs (column (c)), including costs for travel, equipment 

and other goods and services. Costs need to be explained in detail, and be equal, in the 

individual detailed budget under Part B of the application 

The reimbursement rate corresponds to the rate of the max. reimbursement rate.  

The maximum EU contribution in column (g) is calculated at the level of each applicant. 

Overall, the total amount in column (h) should be equal to or less than the total amount of 

column (g). At the proposal stage, we recommend to each participant to have the 

requested grant amount (h) to be equal to the maximum EU Contribution amount (g). 

Be careful to first develop your budget within the “Detailed Estimated Budget” table 

which is incorporated into the Part B Description of the Action template. The reason 

is that you cannot complete the budget summary - Budget overview table in Part A - 

until you have first completed the detailed estimated budget, hence obtained the values 

that have to be introduced within the Budget overview table of Part A. The Detailed 

estimated budget table (Part B) template is available already at step 1, before starting to 

edit the part A. 

Once you have completed the “Detailed estimated budget within the Part B” you can 

go to Part A and fill in the figures for the Budget overview table. You will need to 

provide information on the eligible costs; maximum reimbursement rate, maximum 

grant; and receipts. It is imperative you complete the budget table!  
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2.2 APPLICATION FORM: PART B – DESCRIPTION OF THE ACTION AND 

DETAILED ESTIMATED BUDGET 

The instructions on completing the PART B - Description of the Action - are present 

in the template itself.  

Find below the instructions on completing the Detailed Estimated Budget within the 

Part B template: 

Note: 

In case of multi-partner grants, the detailed budget per applicant must be consistent with 

the Budget Overview Table of the Administrative Form of the application. The Electronic 

Submission System does not provide a reconciliation function among the different budget 

tables of the application form; it is the consortium responsibility to ensure consistency of 

the information provided throughout the application. 

 

The detailed budget table has 4 parts representing the 4 cost categories:  

 

A for Direct personnel costs,  

B for Subcontracting costs,  

C for Other direct costs and  

D for Indirect costs.  

 

If the applicant plans to work with its linked affiliated entities, their costs must be 

presented in separate tables (one table per one affiliated entity + one table for the 

applicant). 

 

If the application is sent by the consortium, one detailed budget table has to be filled in 

per beneficiary. 

 

A. Direct personnel cost  

 

Personnel costs are related to personnel working for the beneficiary under an 

employment contract (or equivalent appointing act) and assigned to the action.  

In addition, the following costs can also be recognised as personnel costs: 

The costs for natural persons working under a direct contract with the beneficiary other 

than an employment contract or cost of personnel seconded by a third party against 

payment 

In line with the Financial Regulation the salary costs of public officials will be 

considered as direct cost of the beneficiary to the extent that they relate to the cost of 

activities which the relevant public authority as beneficiary would not carry out if the JA 

concerned was not undertaken. 
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B. Direct costs of subcontracting (including related duties, taxes and charges such as 

non-deductible value added tax (VAT) paid by the beneficiary, if it is not a public body 

acting as a public authority) are eligible if in line with the Grant Agreement. 

 

C. Other direct costs 

 

C.1 Travel costs and related subsistence allowances (including related duties, taxes 

and charges such as non-deductible value added tax (VAT) paid by the beneficiary, if it 

is not a public body acting as public authority) are eligible if they are in line with the 

beneficiary’s usual practices on travel.  

 

C.2 The depreciation costs of equipment, infrastructure or other assets (new or 

second-hand) as recorded in the beneficiary’s accounts are eligible, if they were 

purchased in accordance with the grant Agreement and written off in accordance with 

international accounting standards and the beneficiary’s usual accounting practices.  

 

The costs of renting or leasing equipment, infrastructure or other assets (including 

related duties, taxes and charges such as non-deductible value added tax (VAT) paid by 

the beneficiary, if it is not a public body acting as public authority) are also eligible, if 

they do not exceed the depreciation costs of similar equipment, infrastructure or assets 

and do not include any financing fees.  

The only portion of the costs that will be taken into account is that which corresponds to 

the duration of the action and rate of actual use for the purposes of the action.  

 

C.3 Costs of other goods and services (including related duties, taxes and charges such 

as non-deductible value added tax (VAT) paid by the beneficiary, if it is not a public 

body acting as public authority) are eligible. 

 

Such goods and services include, for instance, consumables and supplies, dissemination, 

protection of results, certificates on the financial statements (if they are required by the 

Agreement), translations and publications.  

 

D. Indirect costs  

 

Indirect costs are eligible if they are declared on the basis of the flat-rate of 7% of the 

eligible direct costs.  

 

If the beneficiary receives an operating grant financed by the EU or Euratom budget, it 

cannot declare indirect costs for the period covered by the operating grant. 

 



 

Call for proposals N° Chafea/2018/CP/ADR-JA – Guide for applicants  15 

 

2.3 ANNEXES TO THE PROPOSAL 

Annexes are necessary documents to support evidence for checking the applicant 

organisation's compliance with the criteria specified in the call for proposals. Annexes 

must be uploaded directly into the Electronic Submission system. 

 

The following annexes need to be provided with the application: 

 

Annex I – Declaration of Honour (the instruction on filling in the Declaration are 

present in the template of the Declaration) 

 

3. HELPDESK 

For problems with the Electronic Submission System please contact the IT helpdesk set-

up for this purpose via the Participant Portal website. 

For other questions concerning the content of the invitation letter and the application, 

Chafea can be contacted via e-mail: 

CHAFEA-CP-CALLS@ec.europa.eu 

Once the electronic exchange system allocated a proposal ID, the applicant must use this 

number in all subsequent correspondence.  

 

mailto:CHAFEA-CP-CALLS@ec.europa.eu
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