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Disclaimer
This document is aimed at informing potential applicants for Justice Programme funding. It serves only as an example. The

actual Web forms and templates, provided in the online proposal submission system on the Participant Portal, might differ
from this example. Proposals must be prepared and submitted via the Electronic Submission System under the Participant

Portal.
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How to fill in the forms
The administrative forms must be filled in for each proposal using the templates available in the submission system. Some
data fields in the administrative forms are pre-filled based on the previous steps in the submission wizard.
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1 - General information

Acronym

Proposal title* |Max 200 characters (with spaces). Must be understandable for lists in your field.

Note that for technical reasons, the following characters are not accepted.in tl roposal Title and will be removed: <>" &

Duration in months |Estimated duration of the project in full months.

Enter any words you think give extra detail of@ope of your proposal (max 200 characters

Free keywords with spaces).

Abstract*

Short summary (max. 2,000 characters, with spaces) to @ y explain:

0 Objectives

0 Activities Q

o0 Type and number of persons benefiting from the project

0 Expected results

0 Type and number of outputs to b ro@ \

Will be used as the short descriptione& osal in the evaluation process and in communications with the programme
management committees and othe ed parties.

e Do not include any confidential in ion.

e Use plain typed text, avoidi and other special characters.
If the proposal is written in.a language other than English, please include an English version of this abstract in the “Technical
Annex” section.

&

Remaining characters 2000

Has this proposal (or a very similar one) been submitted in the past 2 years in response to a call for
proposals under Horizon 2020 or any other EU programme(s)?

C Yes C No
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Proposal ID Acronym

Declarations

1) The coordinator declares to have the explicit consent of all partners on their participation and on the content u
of this proposal. Or the single applicant confirms the content of this proposal.

2) The information contained in this proposal is correct and complete. None of the actions foreseen in the N
proposal have started prior to the date of submission of the current application.

3) The coordinator hereby declares that
o he is fully compliant with the exclusion and eligibility criteria set out in the call for proposals/topic, and

has the financial and operational capacity to carry out the proposed actions. He also declares that
o each partner has confirmed that they are fully compliant with the exclusion and eligibility criteria set out
in the call for proposal/topic, and they have the financial and operational capacity to carry out'the
proposed action. [
Or the single applicant declares that
o he is fully compliant with the exclusion and eligibility criteria set out in the call for proposal/topic, and
has the financial and operational capacity to carry out the proposed actions.

The coordinator is only responsible for the correctness of the information relating to his/her own organisation.
Each applicant remains responsible for the correctness of the information related to-him/her and declared
above. Where the proposal is to be retained for EU funding, the coordinator and each beneficiary applicant will
be required to present a formal declaration in this respect.

According to Article 131 of the Financial Regulation of 25:0c¢tober2012 on the financial rules applicable to the general budget of the Union
(Official Journal L 298 of 26.10.2012, p. 1) and Article 145 of.its Rules of Application (Official Journal L 362, 31.12.2012, p.1) applicants
found guilty of misrepresentation may be subject to administrative and financial penalties under certain conditions.

Personal data protection

The assessment of your grant application will involve the collection and processing of personal data (such as your name, address and CV),
which will be performed pursuant to Regulation.(EC) No 45/2001 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. Unless indicated otherwise, your replies to the
questions in this form and any personal data requested are required to assess your grant application in accordance with the specifications of
the call for proposals and will be processed solely for that purpose. Details concerning the purposes and means of the processing of your
personal data as well as information.on how to exercise your rights are available in the privacy statement. Applicants may lodge a complaint
about the processing of their personal data with the European Data Protection Supervisor at any time.

Your personal data may be registered in the Early Detection and Exclusion system of the European Commission (EDES), the new system
established by the Commission to reinforce the protection of the Union's financial interests and to ensure sound financial management, in
accordance with.the'provisions of articles 105a and 108 of the revised EU Financial Regulation (FR) (Regulation (EU, EURATOM)
2015/1929 of the European Parliament and of the Council of 28 October 2015 amending Regulation (EU, EURATOM) No 966/2012) and
articles 143 - 144 ofthe corresponding Rules of Application (RAP) (COMMISSION DELEGATED REGULATION (EU) 2015/2462 of 30
October 2015 amending Delegated Regulation (EU) No 1268/2012) for more information see the Privacy statement for the EDES

Database).
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2 - Administrative data of participating organisations
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Department(s) carrying out the proposed work

Department 1

Department name

Street

Town

Postcode

Country

[] not applicable

[ ] Same as organisation address &
Please enter street name and number. @
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Person in charge of the proposal

The name and e-mail of contact persons are read-only in the administrative form, only additional details can be edited here. To give access
rights and basic contact details of contact persons, please go back to Step 4 of the submission wizard and save the changes.

Title Sex (" Male C Female

Position in org. [Please indicate the position of the Contact Point above in the organisation.

Department |Please indicate the department of the Contact Point above in the organi Same as organisation

[[] Same as organisation address Q

Street 6
Town t code
Country
Website &
Phone 1 [+XXX XXXXXXXXX Phong,2 PHXXX XXXXXXXXX Fax FXXX XXXXXXXXX




3 - Budget for the proposal
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Validation result

The red 'Show Error' button indicates an error due to a missing or incorrect value related to the call eligibility criteria. The submission

of the proposal will be blocked unless that specific field is corrected!
Show Warning

Section

The yellow 'Show Warning' button indicates a warning due to a missing or incorrect value related to the call eligibility criteria. The
submission of the proposal will not be blocked (proposal will be submitted with the missing or incorrect value).

Description

The form has not yet been validated, click "Validate Form" to do so! &2
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PART B - SUBMISSION TEMPLATE

PROGRAMME/YEAR/AG/CALL ACRONYM

£,

[call title]

DESCRIPTION OF THE ACTION

Proposal number

Proposal Title/Acronym

NOTICE

All personal data (such as names, addresses, CVs, etc.) mentioned in your Application form will be processed in accordance 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 EU institutions and bodies and on the free movement of such data. Your
replies to the questions in this form are necessary in order to assess your grant application and they will be processed solely for
that purpose by the department responsible for the Union grant programme concerned. On request, you may be sent personal
data to correct or complete it. For any questions relating to this data, please contact the Commission department to which the
form must be returned. Applicants may lodge a complaint against the processing of their personal data with the European Data
Protection Supervisor at any time (Official Journal L 8, 12.1.2001).




PART 1 — SUMMARY OF THE ACTION

Provide an overall description of the action, including the expected impact, outcomes and outputs of the action,
activities, number and type of (short, medium and long term) beneficiaries. This summary should give readers a
clear idea of what the action is about. It should be structured but descriptive; it should not merely provide lists of
objectives, activities, beneficiaries and outputs. (max 2000 characters)

The Commission reserves the right to publish the summary for publication/dissemination purposes.

PART 2 —CONTEXT OF THE ACTION AND NEEDS ANALYSIS

Describe the context of the action (including your understanding of the relevant EU policies and to what extend this
action builds up on previous action results in the field) and analyse the European needs which will be addressed by
the action. (max 4000 characters)

PART 3 — GENERAL AND SPECIFIC OBJECTIVES, METHODOLOGY

3.1. General objective of the action

3.1.1. To which priority(ies) of the Call for Proposals does this action refer? (check against the call)

0.
0.

3.1.2. General objective (expected impact) of the action (max 2000 characters)

Define the general objective (correlated to the expected impact) of the action.
The general objective should correspond to the relevant priority(ies) defined in the Call for proposals.
The impact is defined as the long term effect produced by the Action.

3.1.3. European dimension of the action / Impact on the EU scale (max 4000 characters)



Demonstrate the European dimension of the action and its importance and effect through EU. Which countries will
directly and indirectly benefit from the action? Illustrate the European dimension of the planned activities. Which
countries will be directly involved in the activities of the action? Where will the activities take place?

3.2. Specific objectives of the action

3.2.1. Specific objectives (expected outcomes) of the action (max 4000 characters)

Define the specific objectives (correlated to the expected outcomes) of the action. For each/specific objective,
define appropriate indicators for measuring the progress of achievement, including=anunit of measurement,
baseline value and target value. The outcome is defined as the likely or achieved short-term and medium-term
effect of an Action’s outputs. Please explain how the outcomes are expected to contributeto the general objective.

[3.2.2. To which expected outcome(s) specified in the Call for Proposals does this action refer? (if any;
check against the call)

O ..
0.1

3.3 Methodology (max 2000 characters)

Outline the approach and methodology underpinning the activities of the action. Explain why they are the most
suitable for achieving the action's objectives.

PART 4 — DESCRIPTION OF WORK PACKAGES AND ACTIVITIES

4.1. Description of work packages




Explanatory Notice

In Part 4 describe in detail the activities that you will undertake in order to achieve the objectives you described in Part
3 of this document. This section is divided into work packages, i.e.: sets of activities leading to a specific outcome that

you wish to produce.

Any action will have a minimum of two work packages: Work package 1 with the management and coordination
activities and Work package 2 with outputs/deliverables related to the objective(s) of the action. As many additional
work packages as necessary can be introduced by copying Work package 2. The division should be logical and guided
by the different identifiable output of an activity. Under each work package you should then enter an objective
(expected outcome), list specific activities that you will undertake and list outputs and deliverables of the work

package.

>» Work package 1

Work package 1: Management and Coordination of the Action

What is "Work package 1"?

Work package 1 is intended for all activities related to the general management and coordination of the action
(meetings, coordination, project monitoring and evaluation, financial management) and all the activities which are
cross cutting and therefore difficult to assign just to one specific work package. In such case, instead of splitting
them across many work packages please enter and describe them inaWork package 1. For this reason it has a
different layout where you do not have to enter objectives and duration. Nevertheless this work package will have
its own deliverables (e.g. final report, work plan, evaluation.report) and outputs (e.g. meetings).

I. Description of the work (activities)

Please present a concise overview of the work in this work package in terms of planned activities. Please be specific, give a short
name for each activity and number them (the same activities will have to be reproduced in the section III).

I1I. Expected outputs (incl. deliverables)

Outputs are the products, capital goods.and services which result from an Action’s activities.
Deliverables are outputs which can be delivered to the Commission printed on paper or in a digital format.
Limit the number of outputs and deliverables, do not include minor sub-items or internal working papers.
Examples of outputs (excl. deliverables) and deliverables for work package 1:
=  Outputs (excl. deliverables) - kick-off meetings, coordination meetings, steering committees
= Deliverables - Mid-term progress report in case of project duration >24 months, any other report; minutes,
agreements.

I1.a. Expected output(s) (excl. deliverables) of this work package

Output No. | Output (a) Explanation (b)

1.1
1.2

Please list outputs produced under this work package:

(a) be specific as to the scope and level of ambition, therefore use a quantitative description where applicable, (e.g. X meetings
organised with X participants each)

(b) please add here additional information which would help the evaluator to understand the characteristics/scope/level of
ambition of the output(s).




II.b. Expected deliverable(s) of this work package

Deliverable | Deliverable name/type (a) Format (b) Language (c) Months of

No. implementation (d)
1.1

1.2

Please list the deliverables produced under this work package.

(a) the type/name of deliverable should be self-explanatory

(b) the format could be: printed and/or electronic (downloadable), the approx. number of pages

(c) please specify each language in which the deliverable will be available

(d) specify the month in which the deliverables will be actually completed. Month 1 marks the start of the action, and all
deadlines should be relative to this starting date.

I1I. Distribution of activities to each Applicant/Co-applicant in this work package

v' Establish a clear list of the activities described above indicating which activity is performed by which Applicant/Co-
applicant.

Activity No. | Name of the activity Applicant/Co- Effort in person
applicant month

1.1
1.2

IV. Sub-contracting

Indicate which activities will be sub-contracted and explain the reasons for sub-contracting (as opposed to the direct
implementation by the applicant / co-applicant) (if any). Purchase of goods or services necessary for the implementation of
activities by the applicant / co-applicant should not be considered sub-contracting. In principle, the applicant and co-applicant
should have the capacity to carry out the activities of the action. Nevertheless, in some cases sub-contracting of the
implementation of certain activities might be justified. The core action management functions cannot be sub-contracted under
any circumstances.

>» Work package 2

Work package:

[Give a name to your work package.and keep the same numbering you use in the Forecast Budget Calculation
(Annex 1)]

Duration in months: Name of the Applicant/Co-applicant leading this work package (if
applicable):

I. Objective(s) of this work package (expected outcome)

I1. Description of the work (activities)

Please present a concise overview of the work in this work package in terms of planned activities to achieve the objectives of this
work package. Please be specific, give a short name for each activity and number them (the same activities will have to be
reproduced in the section IV).




III. Expected outputs (incl. deliverables)

Outputs are the products, capital goods and services which result from an Action’s activities.
Deliverables are outputs which can be delivered to the Commission printed on paper or in a digital format.
Limit the number of outputs and deliverables, do not include minor sub-items or internal working papers.
Examples of outputs (excl. deliverables) and deliverables for work package 0:
=  Outputs (excl. deliverables) - kick-off meetings, coordination meetings, steering committees
= Deliverables - report, minutes, agreements

III.a. Expected output(s) (excl. deliverables) of this work package

Output No. Output (a) Explanation (b)

2.1
2.2

Please list outputs produced under this work package:
(a) be specific as to the scope and level of ambition, therefore use a quantitative description where applicable (e:g. X regional
seminars organised with X participants each, X hours of training (who was trained, where))

(b) please add here additional information which would help the evaluator to understand the characteristics/scope/level of
ambition of the output(s)

II1.b. Expected deliverable(s) of this work package

Deliverable Deliverable name/type (a) Format (b) Language (c) [Beneficiaries (d) [Months of

No. implementation (e)
2.1

2.2

Please list the deliverables produced under this work package.

(a) the type/name of deliverable should be self-explanatory and could be: a publication (flyer / brochure / working paper / article
/ press release / slides / CD), website / web-tool, etc.

(b) indicate the format (printed / electronic), the approximate number of pages and copies of a publication

(c) specify each language in which the deliverable will be available

(d) indicate the specific short / medium / long term beneficiaries for each deliverable

(e) specify the month in which the deliverables will be actually . completed. Month 1 marks the start of the action, and all
deadlines should be relative to this starting date.

IV. Distribution of activities to each Applicant/Co-applicant in this work package

Establish a clear list of the activities describedaboverindicating which activity is performed by which Applicant/Co-applicant.

Activity No. Name of the activity Applicant/Co- Effort in person
applicant months

2.1

2.2

V. Travels

If the costs for travel and substance (B.1+B.2) as presented in Part A, point 3 Budget of the application exceed 15% of the total
costs, you should provide detailed information on the nature and objectives of each trip, its relevance to the project, location
(EU/non-EU), number.of participants.

Trip No. Objective, nature and Applicant/Co- | Number of Location Days/DSAs
relevance to the project applicant; participants; (EU/non-EU)

T.2.1

T.2.2

VI. Sub-contracting

Indicate which activities will be sub-contracted and explain the reasons for sub-contracting (as opposed to the direct
implementation by the applicant / co-applicant) (if any). Purchase of goods or services necessary for the implementation of
activities by the applicant / co-applicant should not be considered sub-contracting. In principle, the applicant and co-applicant
should have the capacity to carry out the activities of the action. Nevertheless, in some cases sub-contracting of the




implementation of certain activities might be justified.

VII. Financial support to third parties (delete if not allowed by the call)

Describe financial support to third parties (not exceeding EUR 60 000) provided under this Work Package (if applicable). If
financial support to third parties is envisaged, indicated the maximum amount of financial support, the criteria for determining the
exact amount of the financial support, the types of activity that may receive financial support, the definition of the persons or
categories of persons which may receive financial support and the criteria for giving the financial support.

VIII. Equipment (adapt according to the call)

Describe and list the equipment to be purchased under this WP.

Per equipment item define in the boxes below which is the depreciation method to be applied:

[insert name/type of equipment]

O The depreciation costs of equipment, in accordance with international accounting standards and the beneficiary’s usual
accounting practices

O The full cost of purchase of equipment is eligible*

[insert name/type of equipment]

O The depreciation costs of equipment, in accordance with international accounting standards and the beneficiary’s usual
accounting practices

O The full cost of purchase of equipment is eligible?

To insert additional work packages copy Work package-2 as many times as necessary.

1 Only such option is allowed in the Call for proposals




4.2. Implementation timetable

Action Title:

MONTHS
Number and name of the M M M M MMM M MMM M M M MM M M M M MMM M MM
activity 1 2|34 |5 6 | 7| 8|9(10|11 |12 |13 (14 |15|16 |17 (18 |19 | 20| 21 |22 | 23 | 24
Activity 1.1 - ..
Activity 1.2 - ...
Activity ...

Fill in cells to show the duration of activities.

Repeat lines as necessary.




4.3. Types of eligible activities, complementarity and ethics
4.3.1. Which type(s) of eligible activity specified in the Call for Proposals will the action involve? (Check
against the call)

L] XXXXX;

L] XXXXX;

L] XXXXX;

[ XXXXX.

4.3.2. Complementarity and synergies with other actions (max 4000 characters)

Indicate actions with similar objectives funded from other sources (in particular all similar actions funded from the
budget of the EU) which might overlap with the activities of the action (if applicable) and explain what measures
will be taken to avoid overlaps and ensure synergies.

4.3.3. Does your action involve any or more of the following:

e Do your activities involve human participants? ] Yes [ ] No
o Are they vulnerable individuals or groups? []Yes ] No
o  Are they children/minors? ] Yes [] No
e Do your activities involve physical interventions on the study participants? [] Yes [ ] No
o Do they involve invasive techniques? []Yes []No
o Do they involve collection of biological samples? [1Yes []No
e Do your activities involve personal data collection and/or processing? [ Yes [ ] No

o Do they involve the collection and/or processing of sensitive personal data

(e.g.: health, sexual lifestyle, ethnicity, political opinion, religious or philosophical conviction)? [] Yes [] No
o Do they involve processing of genetic information? []Yes []No
o Do they involve tracking or observation of participants? []Yes []No
o Do they involve further processing of previously collected personal data (secondary use)? [] Yes [] No

e Do your activities involve dual-use items in the sense of Regulation 428/2009, or other items for which an
authorisation is required? ] Yes [ ] No
e Are there any other ethics issuesthat should be taken into consideration? ] Yes [ ] No

If yes, please specify which:

4.3.4. Addressing ethical issues (max 2000 characters)

If you have indicated 'Yes' for one or more of the questions indicated under 4.3.3, please describe your strategy on
how to deal with the ethical issues during the implementation of your action (which ethical principles you will take
into account, which applicable international, EU and national law you will comply with, etc.).




PART 5 — PRESENTATION OF APPLICANTS AND ACTION MANAGEMENT

5.1. Applicants

5.1.1. Partnership (max 2000 characters)

Explain why the individual Applicant and Co-applicants are the best suited to participate in this action. When
building your partnership you should think of organisations that can help you reaching an objective/solving a
problem.

5.1.2. Roles of Applicants (max 2000 characters)

Explain what the Applicant and each Co-applicant will do in the action. Each Co-applicant should have a specific
and well-clarified role and should actively participate in the activities of the action.

5.1.3. Staff involved

List all staff included in the budget (under Budget heading A) by function (e.g. project manager, financial manager,
researcher etc.) and describe shortly their tasks.

5.2 Project management

5.2.1. Project management (max 2000 characters)

Explain the overall project management concept, in particular how decisions will be taken and how permanent and
effective communication will be ensured.

5.2.2. Risks and measures to mitigate them (max 2000 characters)

Describe possible risks, uncertainties, difficulties related to the implementation and the measures/strategy of the
action that you plan to undertake to mitigate them.

10




5.2.3. Monitoring and evaluation (max 2000 characters)

Describe how you intend to monitor and evaluate the advancement of the action.

Explain which quantitative and qualitative indicators you propose to use for the evaluation of the reach and
coverage of activities of the action and results of the action.

5.2.4. Dissemination strategy and visibility (max 2000 characters)

Describe the dissemination strategy: how will you reach the short, medium and long term beneficiaries? Explain
what will be disseminated (key message, deliverables), to whom (short, medium and long term beneficiaries), why
(purpose), how (method and tools) and when (timing). Please note rules on visibility of the EU€unhding.in the Grant
Agreement.

5.2.5 Sustainability and long-term impact of the results of the action (max. 2000 characters)

Describe the planned follow-up of the action after the financial support of the European Union has ended. How will
the sustainability of the results of the action be assured? Are the results of the action likely to have a long-term
impact? How?

PART 6 INFORMATION CONCERNING OTHER EU GRANTS/PROCUREMENT

6.1. Grant applications or-offers submitted by the Applicant and Co-applicants to EU institutions or
agencies under grants/procurement for which the evaluation process is not yet finalised:

Year | Name of EU Reference number and | Name of Applicant/Co- Role Amount
Programme title applicant (Euro)

11




6.2. EU actions of the Applicant and Co-applicants: please indicate any action/project of the Applicant and
Co-applicants that has been awarded funding from an EU institution or agency in the last 4 years should
be listed. This includes awards under grant/procurement

Name of EU Reference number Name of Role Amount Action/project
programme and title of the Applicant/Co- awarded (Euro) | webpage
action/project applicant *)

(*) If the funding was awarded to a partnership, only the amount awarded to the Applicant / Co-applicant should be
noted

12
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