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Disclaimer 

These guidance notes are aimed at assisting participants who are invited for project negotiation following the 

evaluation of their proposal. It outlines the information and procedures in the negotiation process. It is provided 

for information purposes only and its contents are not intended to replace consultation of any applicable legal 

sources or the necessary advice of a legal expert, where appropriate. Neither the Joint Undertaking nor any 

person acting on its behalf can be held responsible for the use made of these guidance notes. 
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INTRODUCTION 
 

These guidelines are provided for applicants who have been invited for project negotiation 

following the evaluation of proposals following the ARTEMIS Joint Undertaking (JU) Call 

for Proposals.  

 

The document outlines the information and procedures in the negotiation process. 

 

The negotiation process is supported by the online Negotiation Facility (NEF) under the 

Participant Portal (http://ec.europa.eu/research/participants/portal/page/home). NEF provides 

the main channel for an interactive communication between the Consortium and the 

Programme Officer as all necessary administrative, legal and financial data about the projects 

and the participants are collected and agreed through NEF. 

 

NEF enables the submission of both the administrative forms (GPFs) and the Description of 

Work (Annex I to the Grant Agreement – also called Technical Annex). In particular, NEF 

collects the following data during negotiations (the forms are pre-filled with data from the 

proposal and from the central participants‟ database): 

 General information about the project and reporting periods 

 Information on the coordinator and all the participants: 

o Legal data 

o Organisation status 

o Authorised representatives 

o Contact persons 

o Eligible costs and requested national and JU contributions 

o Bank account information (for the coordinator and each of the participants) 

o Finantial information (if required) 

 

Annex I to the Grant Agreement (GA) consists of two parts: 

1. Part A (based on structured information) contains the cover page, the project 

summary, the list of participants and the budget breakdown as well as the work plan 

tables, which provide details on the implementation of the project. The work plan 

tables are produced by NEF on the basis of data collected in one web form related to 

each work package. 

2. Part B (the narrative part) is based on information from Part B of the proposal and – 

as a final version – has to be uploaded into NEF as a pdf document (for a temporary 

period Word documents containing track changes can be also uploaded). Part B should 

be prepared in accordance with the template provided in this document in section 3). 

To produce a printable version, NEF finally fuses the two parts (Part A and B) into on 

complete Annex I. 

 

 

 

http://ec.europa.eu/research/participants/portal/page/home
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1.  THE WHAT, WHY AND HOW OF THE NEGOTIATIONS 

Invitation to negotiations 

 

Following the positive evaluation of a proposal and the Joint Undertaking's definition of a 

maximum JU and, where applicable, national financial contribution for the work, the proposal 

coordinator is invited by letter to commence negotiations with the Joint Undertaking for a 

grant agreement.  

 

The overall purpose of negotiations is to finalise the details of the work to be carried out 

under the grant agreement within the associated budget, as well as to establish the legal and 

financial information needed to establish the grant agreements. 

 

The negotiation process comprises two main aspects: 

(i) Technical negotiations
1
 

(ii) Financial and legal negotiations
2
 

 

The letter of invitation to negotiations provides the results of the evaluation, summarized in 

the Evaluation Summary Report (ESR), and a copy of the Negotiation Framework.  

 

The Negotiation Framework indicates requests for clarification and changes to the proposed 

project that will need to be addressed during negotiations together with the maximum JU and, 

where appropriate, national contribution available for the project and the suggested duration 

of the project. 

 

The letter of invitation and/or the Negotiation Framework shall also indicate: 

The deadline by which the Consortium must provide the first drafts of the 'Technical Annex' 

(to form Annex I of the grant agreement) and the Grant Agreement Preparation Forms (GPFs) 

including all supporting documents.  

The deadline by which negotiations must be completed. 

A copy of these guidelines. 

The Model Grant Agreement and its annexes and any special conditions that could apply  

The Guide to Financial Issues relating to the ARTEMIS JU grant agreements. 

 

 

The name and contact details of the JU project Officer(s) and/or eventually administrative 

Officer(s) will also be indicated here. These persons will be able to assist with specific 

questions on technical, financial and legal issues. The project Officer(s) may request one or 

more negotiation meetings to be held (normally in Brussels). If any meetings are scheduled, 

then the Negotiation Framework indicates their time schedule and location.  The cost of travel 

and subsistence of the Consortium members (including the coordinator) to negotiation 

meetings is not reimbursed. 

 

The IPR-Helpdesk is also available to assist potential and current beneficiaries taking part in 

Community funded projects on intellectual property rights (IPR) issues. It operates a free 

                                                 
1
 See page 7 of these guidelines 

2
 See page 8 of these guidelines 
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helpline offering a first line assistance on IPR related issues. The helpline is run in English. It 

can be contacted at: http://www.ipr-helpdesk.org/ or at: E-mail iprhelpdesk@ua.es 

 

The ARTEMIS JU model Grant Agreement 

Before beginning negotiation, applicants are invited to carefully read the ARTEMIS JU model 

Grant Agreement and the Annexes that apply to them, since these establish the legal 

framework for the project‟s funding and administration. 

 

The Guide to Financial Issues  
Before beginning negotiation, applicants are also invited to carefully read the Guide for 

Financial Issues, whose purpose is to help them understand the financial provisions of the 

grant agreement that they will have to sign. 

 

What documents are needed during negotiations? 

At the beginning of negotiations, applicants are invited to fill in in NEF the Grant Agreement 

Preparation Forms (GPFs) as well as a draft 'Technical Annex' (or Description off Work - 

DoW).  

Grant Agreement Preparation Forms (GPF) 

The GPFs are standard forms that collect the information that the Joint Undertaking 

needs in order to prepare the grant agreement and gather programme-wide statistical 

information.. The GPFs are filled in using NEF. As a final step, the authorised 

representative(s) of each of the beneficiaries have to sign manually the GPF form A2.5 

(our commitment) and the Financial Identification form that contains the bank account 

information. In addition to this, the coordinator shall also sign the GPF form A2.6 

(data protection). 

Technical Annex 

The Technical Annex (TA) is largely an updated version of part B of the proposal, 

taking  account of the comments made by the Joint Undertaking in the Negotiation 

Framework.  It is the reference document for the work and the effort to be executed by 

the Consortium in carrying out the project. It forms part of the JU and national Grant 

Agreements, and must facilitate the implementation and meaningful monitoring of the 

project for both the Consortium and the Joint Undertaking. The concrete goals and 

expected results must be clearly described (in a measurable way) and the research, 

technological development and demonstration to be undertaken must be clearly 

defined including its 'tangible' outcome. 

 

The first drafts of the TA and of the GPFs will be introduced in  NEF within the deadline 

indicated in the letter of invitation to negotiations. Upon receipt, the JU Programme Officer 

will indicate changes or improvements which are required. The Consortium will respond in an 

iterative process until agreement is reached. The entire process should be concluded before 

the deadline for completion of negotiations. 

 

mailto:iprhelpdesk@ua.es
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Validation of existence and legal status of participating legal 
entities 

Before signing grant agreements, the legal status and existence of beneficiaries have to be 

validated by the Joint Undertaking. The principle in FP7 is that this validation will only be 

done once for each entity
3
.  

 

For the validation of existence and legal status, participants may have to provide supporting 

documents to enable the Joint Undertaking to verify their legal existence and status
4
. Partners 

that were not yet validated previously might receive requests for additional data from the 

REA central validation team  

In addition, participants requesting more than EUR 500,000 JU contribution
5
 have to provide 

financial documents for financial viability checking (with the exception of public bodies)
6
. 

Technical negotiations 

The aim of the technical negotiations is to agree on the final content of the TA. During this 

part of the negotiation process: 

The proposal may need to be adapted to meet the recommendations of the evaluation, as 

described in the Negotiation Framework. 

The JU will verify that the project objectives are 'SMART' (Specific, Measurable, 

Attainable, Realistic, Timely). 

The full work plan of the project will need to be defined in sufficient detail. 

The work to be carried out by each of the beneficiaries and any potential future expansion 

of the Consortium will need to be defined in sufficient detail. 

Agreement will need to be reached on the list of deliverables and their content, timing and 

dissemination level. 

Agreement will need to be reached on the project milestones and their assessment criteria. 

An indicative time schedule needs to be established for the project reviews – which ideally 

should be synchronised with the technical reporting periods. 

 

Changes in Consortium/work plan  
 

It is one aspect that may be taken into account during the negotiations. During the negotiation 

a Consortium may find it necessary to propose changes in the work plan or the Consortium as 

a consequence of events which have occurred since they prepared the proposal. The changes 

may also be required as specified in the Negotiation Framework. The Joint Undertaking may 

refuse the changes, or, ultimately, terminate negotiations. 

 

 

 

                                                 
3
 To implement this principle, a facility called PDM-URF (Participant Data Management-Unique Registration 

Facility) has been developed by the European Commission. For entities that are already validated by the 

Commission at the start of the negotiations, a PIC (Participant Identification Code) has already been assigned in 

the past.  
4
 See point 2.2.2 of the "Eligibility criteria and funding rates" document accompanying the ARTEMIS JU Call 

5
 See article 173 of the Commission Regulation (EC, Euratom) No 2342/2002 of 23.12.2002 laying down the 

detailed rules for the implementation of Council Regulation (EC, Euratom) No 1605/2002 on the Financial 

Regulation applicable to the general budget of the European Communities (OJ L 357, 31.12.2002, p. 1.) 
6
 See point 2.2.3 of the " Eligibility criteria and funding rates " document accompanying the ARTEMIS JU Call 
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The role of the coordinator 

 

The coordinator leads the project and represents the applicants in the negotiations with the 

Joint Undertaking. 

 

Only one of the applicant organisations can be coordinator. That legal entity will identify one 

of its staff members as its representative to carry out the actions required of the coordinator. 

The representative of the coordinator is responsible for all contacts between the Consortium 

and the JU. If meetings are planned, he/she attends all meetings. 

 

Once the grant agreement is concluded, the coordinator shall act as the interface between the 

JU and the other members of the Consortium for the matters for which it is responsible
7
. The 

coordinator ensures that all beneficiaries accede to the grant agreement within the established 

timescale. The coordinator submits all documents to the JU and ensures the liaison between 

the Consortium and the JU.  

 

Nevertheless, each beneficiary (and not the coordinator) will be responsible for submitting its 

own financial statements
8
 and will receive its own payments related to the JU's contribution 

directly from the Joint Undertaking.  

 

The choice of the coordinator should therefore take into account the organisation‟s 

management capacities. For a description of the role of the coordinator please also refer to 

Article II.2.3 of the model grant agreement. 

 

Financial and legal negotiations 

Financial negotiations focus mainly on reaching agreement on budgetary matters such as the 

budget for the full duration of the project and the budget breakdown for the different project 

periods, as well as issues related to subcontracting etc. They will also cover the establishment 

of the amount of the initial pre-financing
9
. 

 

As the JU financial contribution to beneficiaries will be calculated on the basis of eligible 

costs as defined by the respective national funding authorities, beneficiaries are invited to 

contact their respective national funding authorities in case they have doubts or they need 

advice on the eligibility of costs and their compliance with national rules.     

 

Legal negotiations include the analysis and review of the final composition of the 

Consortium, any special clauses required for the project, and other aspects such as the project 

start date. 

 

During this part of the negotiation process: 

                                                 
7
 Technical/non-financial issues 

8
 Depending on the type of beneficiary either: (i) to the JU directly (in the case of beneficiaries without a 

national grant agreement) or (ii) to the respective national funding authority according to the provisions of the 

corresponding national grant agreement (in the case of beneficiaries with a national grant agreement). See also 

the ARTEMIS JU model grant agreement and the Guide to Financial issues. 
9
 In the case of beneficiaries with a corresponding national grant agreement the amount of the initial pre-

financing shall depend on the eventual payment of pre-financing under the corresponding national grant 

agreement and the amount thereof.  See also the model Grant agreement and the Guide to Financial issues. 
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The total eligible costs
10

 and maximum JU financial contribution will be determined.  

A table of the estimated breakdown of budget and JU financial contribution may be 

established. 

The amount of pre-financing will be established, where relevant
11

. 

The start date and the duration of the project are agreed upon. 

The JU will verify the management capacity and experience of the coordinator proposed to 

carry out the coordination tasks. 

The need for the inclusion in the grant agreement of any special clauses will be established. 

The timing of the technical reporting periods will be established. 

Any subcontracting will be clarified. 

The financial viability of applicants with a JU contribution exceeding EUR 500,000 will be 

assessed, according to the JU financial rules. 

 

Please also refer to the Guide to Financial Issues. 

Completion of negotiations 

At the end of the negotiations, agreement should be reached on all technical, financial and 

legal issues related to the JU Grant Agreement and the Consortium should be in the position 

to prepare and introduce in NEF a final version of the relevant documents.  

If paper copies are requested, as the case is for GPFs A2.5, A2.6 and the Finantial 

Identification Forms, these should be unbound, on white paper, with original signatures. 

 

When all the necessary information required has been received and validated by the Joint 

Undertaking, a grant agreement is drafted and sent to the coordinator for signature.  

 

A negotiation checklist is provided in Appendix 2 in order to assist applicants in the 

negotiation process. 

 

The ARTEMIS JU shall transmit to the respective national funding authorities the results of 

the negotiations and all relevant documentation in order for them to proceed with the 

establishment of the corresponding national grant agreements. 

 

The Project agreement 

The Project agreement (see Appendix 1) provides the legal basis for the details of the internal 

relationship and responsibilities among beneficiaries. The Project agreement should be always 

consistent with the provisions of the Grant Agreement. The Project agreement is mandatory 

for all projects. Such agreements do not affect the rights of the Joint Undertaking arising from 

the Grant Agreement and the corresponding obligations of the beneficiaries vis-à-vis the Joint 

Undertaking. 

 

The Project agreement (in a first version that could be updated later) should be finalised 

before the Grant Agreement is signed and each beneficiary should have entered into the 

Project agreement when it accedes to the Grant Agreement. 

 

                                                 
10

 In the case of beneficiaries with a corresponding national grant agreement total eligible costs will be 

determined in accordance with the corresponding national rules. 
11

 See footnote 10. 
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Grant agreement signature 

It is important to remind here that for coordinators with a corresponding national grant 

agreement
12

, the signature of the JU grant agreement will only take place after the 

signature of the corresponding national grant agreement by the coordinator; the 

accession of a beneficiary to the JU grant agreement will only take place after the  

signature of the corresponding national grant agreement by the said beneficiary. 

 

Upon receipt of the JU grant agreement, the authorised representative of the coordinator signs 

two originals of the grant agreement on behalf of its organisation and returns them together, in 

case of a coordinator with a corresponding national grant agreement, with Form A1
13

  to the 

Joint Undertaking
14

. The JU will sign the originals of the grant agreement once all its internal 

procedures have been successfully completed and will return one duly signed original to the 

coordinator. 

 

In parallel, the coordinator must distribute a copy of the grant agreement to the other 

beneficiaries, along with Form A2 or A3 as appropriate – the form for the other beneficiaries 

to accede to the grant agreement. All beneficiaries must sign Form A2 or A3 to accede to the 

grant agreement. Three duly completed originals of Form A2 or A3 are signed by each 

beneficiary and returned to the coordinator for the coordinator‟s signature. When the 

coordinator has signed all the A2/A3 forms he/she sends one original of the A2 or A3 Form to 

each beneficiary and one original to the Joint Undertaking, keeping one for its records. 

 

The JU Grant Agreement covers the project as a whole and binds each individual beneficiary 

that has acceded to it. This has a number of important consequences: 

If one potential beneficiary fails to accede to the grant agreement, it is up to those 

beneficiaries who have acceded to the grant agreement to propose an acceptable solution to 

the JU; either by reallocating the work of the missing beneficiary among them or by the 

accession to the grant agreement of a new beneficiary.  

The JU  may terminate the grant agreement if it considers that due to this change the project is 

no longer viable or has been fundamentally changed, compared to the negotiated proposal. 

If a beneficiary subsequently withdraws from the grant agreement, the others remain 

responsible for the completion of the work, including the part allocated to the withdrawn 

beneficiary. 

 

Start of the project 

The relevant provisions of the JU grant agreement will determine the start date of the project. 

This may be the first day of the month following the entry into force of the grant agreement, 

or a specific fixed date as negotiated.  

 

Where the Consortium requires a specific fixed start date for the project that precedes the 

entry into force of the grant agreement, details regarding the justification for the request 

should be made in writing to the project Officer prior to the finalisation of the TA and of the 

                                                 
12

 Beneficiaries from ARTEMIS Member States and other EU Member States and FP7 Associated countries that 

have concluded an administrative arrangement with the JU. 
13

 Declaration by the coordinator having concluded a corresponding national grant agreement 
14

 When the coordinator comes from an ARTEMIS Member State or another EU Member State or FP7 

Associated country that has concluded an administrative arrangement with the JU, he may sign the JU grant 

agreement only after having signed the corresponding national grant agreement. 
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GPFs
15

. The JU may refuse this request if no sufficient and acceptable justification is 

provided. 

 

Costs can be incurred from the start date of the project but not before. Where the start date of 

the project precedes the entry into force of the grant agreement, future beneficiaries take the 

risk that the grant agreement might not be signed. In such a case costs will not be reimbursed 

by the Joint Undertaking. 

Pre-financing 

Once the grant agreement is in force, the JU can make the pre-financing payment to the 

beneficiaries.  

 

For beneficiaries with a national grant agreement, the payment of the JU pre-financing is done 

following the eventual payment of the pre-financing under the corresponding national grant 

agreement and is calculated in proportion to the amount of the national pre-financing paid. 

 

For beneficiaries without a national grant agreement the amount of the pre-financing will be 

established during the negotiations and is intended to provide the beneficiaries with sufficient 

cash flow to carry out the first part of the project
16

. 

 

More information is provided in the Guide to Financial Issues. 

Some important points to remember 

An invitation to start negotiation does not, under any circumstance, guarantee the funding of 

a project or the offer of a grant agreement. 

The funding of the proposal may depend on the Consortium‟s acceptance of changes 

requested by the JU services in the Negotiation Framework. 

Funding is conditional upon compliance with the Model Grant Agreement. 

In some cases the JU may not be able to enter into a grant agreement with certain legal 

entities because of financial insecurity, other limitations imposed by the JU financial rules or 

for reasons of irregularity or violation of fundamental ethical principles. In such cases, the 

Consortium may be offered the possibility to start the project either with a reduced number of 

participants or to replace an ineligible participant. 

If the JU cannot obtain reasonable assurance that the project participants have the necessary 

financial and human resources to carry out the proposed work, it is possible that the 

negotiations are terminated or that a change in the Consortium is requested. 

The JU aims at shortening the time to grant (i.e. the time between deadline of the call for 

proposals and the signature of the grant agreement). As a result, the letter of invitation to a 

negotiation specifies a time limit for negotiations. If negotiations are not completed within the 

given time limit, the JU may terminate negotiations. 

 

                                                 
15

 Note that in this case, for beneficiaries with a corresponding national grant agreement, the eligibility of any 

relevant costs shall be determined on the basis of national rules. 
16

 As an indication, for projects with more than two reporting periods, the pre-financing amount could be around 

160% of the average funding per period (Average = total JU contribution / nr of periods).  
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2. GRANT AGREEMENT PREPARATION FORMS (GPFs) 
Grant Agreement Preparation Forms (GPFs) have been designed to facilitate the project 

negotiations and the production of the grant agreement. 

The Grant Agreement Preparation Forms have to be completed by the applicants of JU 

funding using the online Negotiation Facility (NEF) under the Participant Portal 

(http://ec.europa.eu/research/participants/portal/page/home) and respecting the deadlines 

mentioned in the Negotiation Framework. The usage of NEF is mandatory from 

ARTEMIS Call 2011 onwards (although the guidelines still mention the possibility of not 

using NEF). 
At the end of negotiations, before submitting the session in NEF, the coordinator must 

generate a final version of the GPFs (.pdf file), which can be found under Part A in NEF. 

For the GPFs to be finalised and correctly sent to the ARTEMIS JU, three forms for the 

coordinator and two forms per beneficiary have to be signed manually and sent by postal 

mail or courier: 

 One form A2.5 “Our Commitment” for the coordinator and each beneficiary  has to be 

signed by the authorised representative. 

 One Financial Identification form for the coordinator and each beneficiary, bearing the 

bank stamp  and the signature of the bank representative (or copy of bank statement) 

as well as the account holder‟s signature with date. 

 One form A2.6 Data Protection & Coordination Role has to be signed (only by the 

coordinator‟s authorised representative). 

The signed GPFs are submitted to the Programme Officer in one unbound copy on white 

paper with original signatures. Any required supporting documentation should be provided in 

one copy, if not requested differently by the project Officer. The printed GPF‟s should match 

the information in NEF 

 

The project summary form (A1) will form part of the Technical Annex of the grant 

agreement.  The GPFs may also be used as a reference base by the JU when receiving 

financial statements during the lifetime of the project.  Thus, although the GPFs are not part 

of the grant agreement (except for A1 form), it is important that the information in the forms 

is exact. 

 

The GPFs include: 

(i) Form A1: Project summary (one form per project) 

(ii) Form A2.1: Who we are (one form per participant) 

(iii) Form A2.2: Who we are (one form per participant) 

(iv) Form A2.3: Authorised representatives (one form per participant) 

(v) Form A2.4: How to contact us (one form per participant) 

(vi) Form A2.5: Our commitment (one form per participant) 

(vii) Form A2.6: Data protection & coordination role (to be signed by the coordinator) 

(viii) Form A3.1: Budget (one form per participant) 

(ix) Form A3.2: What it costs (one form per project) 

(x) Financial Identification Form (previous Form A4: Bank account) (one form per 

participant) 

 (xii) Appendix 1: Simplified accounts. This form may be requested as part of the financial 

viability checking.  For the participants for which financial viability check is required, the 

project Officer will contact coordinators separately during negotiation for the necessary 

information.  The data will be available to the Joint Undertaking and to the Commission 

services. 

 

http://ec.europa.eu/research/participants/portal/page/home)
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3. THE TECHNICAL ANNEX  
 

The Technical Annex (TA) (or Description of Work DoW) consists of two parts:  

 

- Part A (administrative information, costs and funding information, project summary, 

workplan tables) 

- Part B (narrative description of work/ scientific and technical contents).  

 

Part A of the TA is the form A1 of the GPFs, complemented by a list of participants with the 

funding breakdown and the workplan tables (which are based on information from Part B of 

the proposal) 

 

Part B of the TA is also based on information from Part B of the proposal.  

However, during the negotiation stage several sections of the original proposal need to be 

updated and the Consortium may be requested to shorten certain sections of the proposal and 

elaborate on others. 

 

Appendix 3 includes the templates that set the layout and numbering that must be used when 

drafting the TA. 

 

Structure of the Technical Annex  

Cover Page 

 

The Cover Page of the TA is based on proposal information. The project acronym used in the 

proposal should not be changed (see Appendix 3). 

 

In case you use NEF for the preparation of Annex I, this page is prepared automatically 

on the basis of the information given previously in the GPFs. 

 

Contents page 

 

In case you use NEF for the preparation of the Description of Work (Annex I), a table of 

contents page is created automatically by NEF. Please note this table of contents covers Part 

A as described in this section.  

In case you are not using NEF for the preparation of the Description of Work (Annex I), 

please include a Table of contents page following the structure of Part A as described in this 

Section. All pages must be numbered and each page should be headed with the proposal 

acronym, proposal number and actual drafting date. 

The narrative part (which has to be edited by you) and uploaded in NEF should contain its 

own table of contents. 
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Part A 
 

It is composed of the forms A1-A3 and the workplan tables WT1-WT8 

 

Part B 
 

B.1 Relevance and contributions to the content and objectives of the Call 

 

B.2 R&D innovation and technical excellence 

B.2.1 Concept and objectives 

B.2.2 Progress beyond the state-of-the-art 

 

B.3 S/T approach and associated work plan 

B.3.1 Overall strategy and general description 

B.3.2 Timing of work packages and their components  

B.3.3 Work Package overview 

 

B.4 Market innovation and impact 

B.4.1 Impact 

B.4.2 Dissemination and exploitation 

B.4.3 Contribution to standards and regulations 

B.4.4 Management of intellectual property 

 

 

B.5 Quality of Consortium and management 

B.5.1 Management structure and procedures 

B.5.2 Individual participants  

B.5.3 Consortium as a whole 

 [Sub-contracting] if applicable 

B.5.4 Resources to be committed 

 

 

[B6. Ethical issues] if applicable 

[B7. Consideration of gender aspects] optional 
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Annotated Structure of the Technical Annex  

 

Where applicable, the text below indicates for the different headings and subheadings of the 

TA where a change compared to the original proposal is expected and/or requested. 

PART A 

In case you use NEF for the preparation of the Description of Work (Annex I), you do not 

have to fill in these forms again, as the system takes the information from Part A in NEF.  

 

A1  The project summary 

 

In case you are not using NEF for the preparation of the Description of Work (Annex I), 

please insert the information from GPF A1 

 

 

A2. The list of beneficiaries  

 In case you are not using NEF for the preparation of the Description of Work (Annex I), 

please use the template provided in Annex 3. 

 

A3. The budget breakdown 

In case you use NEF for the preparation of Annex I, the system takes the information from 

GPF A 3.2 automatically (Part A in NEF). The columns “Fund. %”and “Ind. Costs”are not 

applicable for the ARTEMIS scheme in the case of beneficiaries from ARTEMIS member 

states. 

If not using NEF, use the template from Annex 3. 
 

Workplan Tables – Detailed implementation 

Introduction 

The Workplan Tables are based on Part B of the proposal.  

As mentioned earlier, NEF supports the preparation of the Workplan Tables.  

 

All beneficiaries can provide input to the following tables if the consortium decides to use the 

online NEF possibility, but only the coordinator will be able to submit the final information to 

the negotiating officer. 

In case you are using NEF for the preparation of the Description of work, you will be guided 

by the system during the preparation of the tables starting from the 'Work packages' or 

'Project reviews' section.  

In case you are not using NEF for the preparation of the Description of Work (Annex I), then 

Workplan Tables 1-6 will have to be prepared by you on the basis of the following tables. 

Please note that in this case WT7 is an optional table and WT8 information has to be given in 

section B5.4 resources 
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After filling in the information about the work packages, deliverables and milestones, the rest 

of the tables will be generated automatically on the basis of the information set in the first 

tables. 

Please start the process with entering information on the work packages.  

Information on the deliverables and milestones will be read-only on the starting page. These 

sections can be modified only within a certain work package. 
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WT1 List of work packages  

Each work package must relate to one and only one specific activity. Large, long-duration 

work packages make the job of monitoring technical progress difficult and should be avoided. 

If you are using NEF for the preparation of the Description of work, under 'Work Packages' 

first you will have to create the list of work packages for the project, which will initiate the 

creation of the forms for WT3 Work package descriptions.  

The following form shows you the printed format of the form which will then be pre-filled with 

the information given earlier by you. 

The information given here e.g. on person months will later serve as a reference point for the 

calculations. 

If you are preparing the tables without the help of NEF, please fill in the table provided in 

Annex 3. 

 

List of work packages 
WP 
Number  

WP Title  Type of 
activity

17
 

Lead 
beneficiary 
number

18
 

Person-
months 
19

 

Start 
month

20
  

End 
month

21
  

       

       

       

       

       

       

   Total:    

                                                 
17

  RTD/Innovation = Research and technological development including scientific coordination – applicable 

for Collaborative projects, NoEs and Research for the Benefit of Specific Groups 

DEM = Demonstration – applicable for collaborative projects, Research for the Benefit of Specific Groups  

OTHER = Other activities (including management) – applicable for all funding schemes  

MGT = Management of the consortium – applicable for all funding schemes   
18

  Number of the beneficiary leading the work in this work package.  
19

  The total number of person-months allocated to each work package. 
20

  Relative start date for the work in the specific work packages, month 1 marking the start date of the project, 

and all other start dates being relative to this start date. 
21

  Relative end date, month 1 marking the start date of the project, and all end dates being relative to this start 

date. 
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WT2 list of deliverables  

If you are using NEF for the preparation of the Description of work, you will have to edit the 

information on deliverables under the work package to which the deliverables are related – 

as seen in WT3 Work package descriptions. 

WT2 will be prepared automatically on the basis of the complete deliverables' list based on 

the workpackage and deliverable number. Deliverables are always linked to one work 

package, therefore they are editable under one work package's information. 

The deliverable number should be an integer bigger than zero. The list of deliverables will be 

ordered by delivery date. The deliverable number will be composed of "n”, the WP number, 

increasing with "m", the deliverable number (D1.1; D1.2  etc…).  

If you are preparing the tables without the help of NEF, please prepare the list of deliverables 

for the whole project cycle according to the delivery number. See template in Appendix 3. 

The column on estimated person-months per deliverable is new compared to the proposal. 

 

WT2 gives a tabular listing of deliverables indicating deliverable number and title, brief 

verifiable description of the deliverable, work package reference number, participant leading 

production of deliverable, estimated number of person-months attributed to the production of 

the deliverable, nature of deliverable, security rating of deliverable, date to be delivered to 

Joint Undertaking.  

 

Each significant element of the project should conclude with a deliverable which is the 

concrete output and evidence of the work. A small work package may produce just one 

deliverable whereas larger work packages may produce several deliverables. 

 

Deliverables should be limited in number, and be specific and verifiable. All listed 

deliverables must be quality controlled and sent to the Joint Undertaking for review and 

approval, on behalf of the Consortium, by the project coordinator. 

 

Deliverables should be described in clear words explaining what can be expected in terms of 

content and detail. A deliverable may be a report, or an action such as the construction of a 

prototype, the production of a demonstrator (both together with a brief report describing the 

achievement), the organisation of a conference with the production of related proceedings, the 

publication of a book, the completion of a specification, etc. 

 

As deliverables provide valuable information on the progress of work, a regular schedule 

should be planned without lengthy gaps. Delivery dates should be planned throughout the 

project lifecycle and may also be closely linked to the timing of project reviews. 

 

As the grants are funded with public funds, a reasonable number of non-confidential 

deliverables, suitable for publication, should be foreseen. 

 

WT3 Work package descriptions 

Each work package should represent a major subdivision of the project and have a verifiable 

end-point (normally a deliverable or an important milestone in the overall project). 

 

Each work package should have an associated precise, clear and quantified description using 

the same format as in the proposal. Please make sure that the efforts of each partner are 
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consistent with the eligible costs foreseen in the Negotiation Framework sent to the 

coordinator by the JU. 

In case that you prepare the tables without NEF, a template is given in Appendix 3. 

 

If you are using NEF for the preparation of the Description of work, you will have to edit all 

information linked to a certain work package under this section. All calculations will be 

based on the information given under the 'Work package descriptions' sections.  

Information on the main data linked to the work package, the Objectives and the Description 

of work – possibly broken down into tasks - can be edited here. You are advised to use no 

more than 4000 characters for each sub-section. The person-months, deliverables and 

milestones sections are editable under this section. 

If additional text, graphics, diagrams etc. are needed, this should be done in part B  section 

B3.4”Work package Overview”. 

 

 
 

The data on person-months per participant of a given work package has to be set here. This 

data will be used for the calculation of Workplan Table 6. 

Deliverables: Please read section on Workplan Table 2 regarding the contents.  

Set the title, the lead beneficiary and the estimated indicative person-months – the value 

cannot be higher than the person-months set for the entire work package. Nature of 

deliverables is either report/prototype/demonstrator or other. Set the dissemination level
22

 

and the delivery date. Give a short description of the deliverables. By filling in this table, 

Workplan Table 2 will be prepared automatically for the whole project cycle. 

Milestones: Please read section on Workplan Table 4 regarding the contents. 

Please set the information on milestones. Milestones can be linked to more work packages; 

therefore you can either create a new milestone or select and add existing one(s) to a certain 

work package. Set the lead beneficiary and the delivery date. You can also add comments 

                                                 
22

 Please indicate the dissemination level using one of the following codes 

PU = Public PP = Restricted to other programme participants (including the Commission Services) RE = 

Restricted to a group specified by the consortium (including the Commission Services) CO = Confidential, only 

for members of the consortium (including the Commission Services 
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here. This information will be compiled under Workplan Table 4 covering the whole project 

cycle. 

Periodic Reports and Final reports should be linked to the management workpackage. 

 

 

 
 

WT4 List of milestones  

Each milestone needs to be described in terms of expected results and achievements, in an 

extended version of the format in the proposal. Milestones are points where major results have 

been achieved as the basis for the next phase of work, or are control points at which decisions 

are needed; for example a milestone may occur when a major result has been achieved, if its 

successful attainment is a pre-requisite for the next phase of work. Another example would be 

a point when a choice between several technologies will be adopted as the basis for the next 

phase of the project. In case that you prepare the tables without NEF, a template is given in 

Appendix 3. 

 

If you are using NEF for the preparation of the Description of work, this table will be filled in 

automatically for the whole project cycle on the basis of the information set under the work 

packages.  

WT5 Tentative schedule of project reviews  

This section should include an indicative time schedule of the planned project reviews, if 

needed. A review may be planned after the most important milestones, ideally in line with the 

end of the identified project reporting periods. In case that you prepare the tables without 

NEF, a template is given in Appendix 3. 

Note: This is a new table which was not included in the proposal. 
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If you are using NEF for the preparation of the Description of work, select the "Project 

reviews" section to perform this task. 

 

 
 

WT6 Project effort by beneficiary per work package  

If you are using NEF for the preparation of the Description of work, this table will be filled in 

automatically after finalising the work packages section. 

In case that you prepare the tables without NEF, a template is given in Appendix 3. Include 

here the Project Effort Form which shows the person-months per beneficiary associated with 

each activity for the full duration of the project. 

WT7 Project Effort by Activity type per Beneficiary  

If you are using NEF for the preparation of the Description of work, this table will be filled in automatically 

after finalising the work packages section. This table is optional in case you are not using NEF for the 

preparation of the Description of work. 

WT8 Project efforts and costs 

If you are using NEF for the preparation of the Description of work, this table will be filled in automatically 

after finalising the work packages section. In case you are not using NEF for the preparation of the Description 

of work,  please provide this information in a similar table in section B5.4  
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PART B 

 

Part B of Annex I to JU-GA, which is the narrative part of the Description of Work, is based 

on Part B of the proposal. 

 

The Part B, which is the narrative part of Annex I (Description of Work) can be uploaded to 

NEF by the coordinator as a pdf document with a maximum file size of 20 MB.  The page 

numbering of this narrative section should be done separately together with the relevant table 

of contents for the narrative section.  

All pages must be numbered and each page should be headed with the project acronym and 

proposal number.   

When printing the forms, the system will automatically compile one document including Part 

A – the structured part generated by NEF, as well as Part B – the narrative part uploaded to 

NEF. 

 

Table of Contents 

Insert the table of contents covering Part B of the Description of Work, following the 

structure described in this section. 

B.1 Relevance and contributions to the content and objectives of the Call 

This section should be based on Part B section 1 of the original proposal. 

 

Show the relevance of your proposal in relation to at least one or more of the Industrial 

Priorities and one or more of the sub-programmes
23

.  

B.2 R&D innovation and technical excellence 

This section should be based on Part B section 2 of the original proposal, but the description 

of the state-of the-art should be shorter while the 'baseline' descriptions and a description of 

the performance / research indicators have to be added. 

 

B.2.1 Concept and objectives 

Explain the concepts of your project. What are the main ideas that lead you to propose 

this work? Describe the objectives of the project in detail, in particular in a 

measurable and verifiable form. Objectives should be achievable within the project 

(not through subsequent developments); they should be specific and timed (e.g. by 

which date/milestone the objectives will be achieved), well in line with the milestones 

that are indicated under section WT4. 

 

B.2.2 Progress beyond the state-of-the art 

Describe briefly the state-of-the art in the area concerned, and the advance that the 

project will bring about. Include also a part which clearly describes the "baseline" of 

the project in terms of "where does the project work start", and „the baseline data‟ 

                                                 
23

 See in the ARTEMIS Annual Work Programme 
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against which the project will measure its progress and the results the project aims to 

achieve and why they would be important (e.g. advances over the state of the art, 

increase of innovation /exploitation potential, etc.).  

 

The Consortium should in particular include the definition of criteria and 

"performance/ research indicators" for the project along which results, progress and 

impact of the project will be measured in later reviews and assessments. 

 

B.3 S/T approach and associated work plan 

This section is based on Part B section 3 of the proposal.  

 

It describes the scientific and technical (S&T) approach and provides in detail the work 

planned, over the full duration of the project, to achieve the objectives. 

 

A detailed work plan should be presented broken down into work packages (WPs) which 

should follow the logical phases of the project implementation. It must include Consortium 

management and assessment of progress and results.  

 

If appropriate, the work plan should also include a separate work package for dissemination 

and use/exploitation planning. Overall, the work plan should be sufficiently detailed to justify 

the proposed effort and allow progress monitoring by the Joint Undertaking.  

 

The Workplan tables of Part A form an essential part of the TA and are closely linked to this 

section. You do not have to repeat the workplan tables in the narrative part. Make sure you are 

using references to the work packages, deliverables and milestones, etc. in a consistent 

manner. 

 

WT1 List of work packages 

WT2 List of deliverables 

WT3 Work package descriptions  

WT4 List of milestones 

WT5 Tentative schedule of project reviews 

WT6 Project effort by beneficiaries and work package 

WT7 Project effort by activity type per beneficiary 

WT8 Project efforts and costs 

 

 

Essential elements of this section are: 

B.3.1 Overall strategy and general description 

This section should outline the strategy for the work plan, provide a general 

description of the structure of the work plan and explain how it will lead the 

participants to achieve the objectives of the project. It should also identify any 

significant risks and describe contingency plans. 

 

B.3.2 Timing of work packages and their components 

Include a graphic representation, e.g. GANTT chart or similar, of the planned timing 

of the different work packages and their components. Timing should be relative, 
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expressed in months (e.g. project month 3, project month 18 etc.). Month 1 is the 

month that starts at the start date of your grant agreement.  

B.3.3 Work  package overview 

The work packages are listed and described in WT3. You can add additional material 

in this section (e.g graphics, tables, diagrams …).  

B. 4 – Market innovation and impact 

This section is based on Part B section 4 of the proposal. 

B.4.1 Impact 

Describe how your project will contribute at the European and/or international level to 

the expected impacts listed in the work programme under the relevant sub-programme 

and to the general ARTEMIS targets. Also describe any additional contributions to the 

broader ARTERMIS goals of industrial competitiveness, sustainability 

(environmental, energy, use of raw materials etc.) and helping the emergence of new 

markets or applications that address societal challenges. Mention the steps that will be 

needed to bring about these impacts.  

B.4.2 Dissemination and exploitation 

Describe the plans and measures for the dissemination and exploitation of project 

results, Show how the project results would be used to produce innovative products, 

processes or services that have a significant market potential. 

 

B.4.3 Contribution to standards and regulations 

Describe any contributions to standards which may arise from the project and explain 

their importance
24

.  

 

B.4.4 Management of intellectual property 

Describe the arrangements made by the Consortium for the management of intellectual 

property brought to the project by the participating partners and arising from the joint 

work within the project 

  

B.5 Quality of Consortium and management 

 

This section is based on Part B section 5 of the proposal. 

B.5.1 Management structure and procedures 

This section describes the project‟s organisational structure and high-level decision-

making mechanisms. It should describe how the project management will enable the 

project to achieve its goals. If the addition of beneficiaries during the lifetime of the 

project is foreseen, describe how the management structure will adapt for this. 

B.5.2 Individual participants 

                                                 
24

 See section 4.7 of the ARTEMIS Annual Work Programme 
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Upon request of the Joint Undertaking you may be asked to include a full description 

in an Appendix to your Technical Annex. 

For each beneficiary provide a brief description of the organisation (including names 

of key persons to be involved), the main tasks attributed to them in the project, and the 

previous experience relevant to those tasks. Provide also a short profile of the 

personnel who will be undertaking the work. If the named key persons do not in fact 

take part in the work, or are substituted by other persons without the knowledge of the 

Joint Undertaking, this could be seen as beneficiaries not fulfilling their obligations 

towards the technical quality of the work. This could lead to a more in-depth review of 

the project. 

B.5.3 Consortium as a whole 

Describe how the beneficiaries collectively constitute a Consortium capable of 

achieving the project objectives, and how they are suited and committed to the tasks 

assigned to them. Show complementarities between beneficiaries. Explain how the 

composition of the Consortium is well balanced in relation to the objectives of the 

project. 

 

If appropriate, describe the industrial/commercial involvement foreseen to ensure 

exploitation of the results. Show how the opportunity of involving SMEs has been 

addressed. 

 

Further, if relevant, explain the following items: 

Sub-contracting 

If any part of the work is foreseen to be sub-contracted by a participant, describe the 

work involved and an estimation of the costs, explain why a sub-contract is needed 

and how the selection will be performed.  

Additional beneficiaries 

If there are as-yet-unidentified beneficiaries in the project, the expected competences, 

the role of the potential beneficiaries and their integration into the running project 

should be described.  

 

B.5.4 Resources to be committed 

This section is based on section 5 of the original proposal part B, but may require 

more details than provided in the proposal. 

 

In addition to the budget breakdown form (form A3 of the TA) and the overviews of 

staff effort broken down to work package level in WT6, please provide a management 

level description of resources and budget, identifying personnel and any other major 

costs. Describe here the resources which are needed to carry out the project 

(personnel, indirect costs, equipment, etc.) for each of the beneficiaries grouped per 

country. Provide a table with breakdown of costs based on Table 5a from the proposal. 

Please make the information consistent with WT8. 

The description should show that the project will mobilise the resources necessary to 

carry out the work for the overall duration, including those resources that will 
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complement the JU contribution. It should also show how the resources will be 

integrated and used to form a coherent project within the overall financial plan. 

 

B.6. Ethical issues (if applicable) 

 

If in the proposal you have raised questions on ethical issues or if your evaluation summary 

report mentions that ethical issues need to be addressed, or upon request of the Programme 

Officer, then address such issues in this section. 

 

B.7. Gender aspects (optional) 

The Consortium or individual beneficiaries have the option to give an indication of the type of 

actions that will be undertaken during the course of the project to promote gender equality in 

the project, or in the specific research field. Relevant activities might include actions related 

to the project Consortium (e.g. improving the gender balance in the project Consortium, 

measures to help reconcile work and private life, awareness raising within the Consortium) or, 

where appropriate, actions aimed at a wider public (e.g. events organised in schools or 

universities. The gender dimension of the research content should also be considered. Gender 

Aspects should be addressed in a work package or task within a work package).  
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4. PROJECT MONITORING AND FOLLOW-UP 
 

 

 Please refer to the documents: 

 ARTEMIS-ED-20-09: Guidance Notes on Project Reporting 

 ARTEMIS-ED-21-09: Guidance notes and templates for Project Technical Review 

involving independent expert(s) 
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5. APPENDIXES 
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Appendix 1 – Project Agreement 

 

A Project agreement is obligatory for all projects financed under the ARTEMIS JU Call for 

Proposals. The Project Agreement is a legally binding agreement between the beneficiaries of 

the project.  

 

The Consortium must decide on terms and conditions of their Project agreement (including 

the applicable law) that suits its members and their interest. The contents are their sole 

responsibility.  

 

The Joint Undertaking is not party to the Project agreement and the Joint Undertaking does 

NOT verify or check the content of the Project agreement. 

 

The terms of the Project agreement cannot contradict or attempt to negate the provisions of 

the JU Grant Agreement. They may further develop those provisions or clarify details, specify 

the organisation of the work to be carried out and establish decision-making / technical 

management of the project, and dispute settlement procedures for the Consortium.  

 

In addition, the Project agreement can be used to identify the particular provisions relating to 

terms of the JU Grant Agreement (such as the terms and conditions of: protection or 

intellectual property rights; provisions for confidentiality and treatment of information; access 

rights to background or foreground for carrying out the project or for use of a beneficiary's 

own foreground; background to be brought to the project including any provisions relating to 

its limited or temporary exclusion). 

 

Other useful information 

 

Project agreement (ARTEMISIA):  http://www.artemisia-association.org 

A checklist of issues that can be addressed in the Project agreement is available at: 
ftp://ftp.cordis.europa.eu/pub/fp7/docs/checklist_en.pdf. 

 

Information and guidance on the content of a Project agreement relating to Intellectual 

Property Rights (IPR) is also available from the IPR help-desk: http://www.ipr-helpdesk.org. 

 

ftp://ftp.cordis.europa.eu/pub/fp7/docs/checklist_en.pdf
http://www.ipr-helpdesk.org/
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Appendix 2– Negotiation checklist template 

 

The following template is designed to ensure that all information necessary to issue a grant 

agreement is discussed and delivered to the Joint Undertaking. The Consortium should have 

prepared for discussion all the issues in the checklist for the first meeting.  

 

 

CHECK LIST FOR PROJECT NEGOTIATIONS 

 

Prior to first contact  

  

Agree coordinator  

Agree other beneficiaries‟ roles  

(If not already done) Confirm need for subcontracting etc.  

Establish Project agreement  

Complete in NEF first draft of the TA and any appendices  

Complete in NEF first draft of GPFs, including bank account information  

  

  

  

Contact with the JU  

  

Discuss issues in draft TA :  

- Those addressed by ESR  

- Those indicated by 'Negotiation Framework' and arising during meeting/contact  

- Those related to individual headings in TA 'table of contents'  

  

Clarify financial/grant agreement issues :  

- Confirm resources that make up the counterpart funding for the project  

- Clarify extent of participants‟ other involvement in FP7/ITEA2/CATRENE or 

other EU programmes 

 

  

Confirm agreement on draft GPFs :  

- Proposal abstract  

- Funding breakdown summaries (including receipts)  

- Beneficiaries‟ direct/indirect costs (if applicable)  

- Subcontracts and other third parties, if applicable  

  

Set/agree date for submission of revised/final TA and GPFs  

[Set/agree date and time of next meeting/contact, if necessary]  
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Final submission  

  

Submit in NEF agreed final TA  

Submit in NEF agreed final GPFs  

Submit any annexes  

Send to the Programme Officer, the manually signed GPFs  (A2.5 forms, A2.6 form 

and the Financial Identification forms ). 
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Appendix 3– Templates for the Technical Annex 

 

Template: Cover page 

 
 

 

 

ARTEMIS JOINT UNDERTAKING 

  

SUB-PROGRAMME [#] 

 

[Industrial Priority Title
25

] 

 
Grant agreement for: Article 171 of the Treaty 

 

 “Technical Annex” 
 

Project acronym: (same as proposal acronym) 

Project full title: 

Grant agreement no.: (same as proposal no) 

Date of preparation of Technical Annex (latest version): 

Date of approval of Technical Annex by the Joint Undertaking: (to be completed 

by the Joint Undertaking) 
 

                                                 
25

 If more than one, indicate their order of importance to the project 
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Template: Part A 

A1. The project summary 
In case you use NEF for the preparation of the Description of Work (Annex I), you do not 

have to fill in this form again, as the system takes the information from GPF A1. (Part A in 

NEF).  

In case you are not using NEF for the preparation of the Description of Work (Annex I), 

please insert the information from GPF A1 (1 page). 

 

A2. The list of beneficiaries   
 

List of Beneficiaries 
 

 

Beneficiary 

Number * 

Beneficiary name Beneficiary 

short name 

Country Date enter 

project** 

Date exit 

project** 

1(coordinator)      

2      

3      

4      

      

      

      

      

 

* Please use the same beneficiary numbering as that used in the Grant Agreement Preparation Forms 

 
** Normally insert “month 1 (start of project)” and “month n (end of project)”  

 

 

A3. The budget breakdown 
 

The following table with Costs and Funding summary (data in this table must be consistent 

with GPF A3.2): 

 
Costs and funding 

Participant n Organization Short 
Name 

Country Total eligible 
costs (in €) 

Maximum 
ARTEMIS JU 

contribution (€) 

Maximum national  
contribution (in €) 
(where applicable) 

1      

2      

3      

…      

…      

Total     
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WT1 template: List of work packages 

 

The information contained in the must correspond to the input from already given in Table 3d 

of the Guide for Applicants. 

 

List of work packages  

 

Work 

package 

No26 

Work package title Lead 

Beneficiary  

No27 

Lead 

Beneficiary 

short name 

 

Person-

months
28 

Start 

month29 

End 

month30 

       

       

       

 TOTAL      

 

                                                 
26

 Work package number: WP 1 – WP n. 
27

 Number of the beneficiary leading the work in this work package. 
28

 The total number of person-months allocated to each work package. 
29

 Relative start date for the work in the specific work packages, month 1 marking the start date of the project, 

and all other start dates being relative to this start date. 
30

 Relative end date, month 1 marking the start date of the project, and all end dates being relative to this start 

date. 
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WT2 template: List of deliverables 
 

 

List of Deliverables – to be submitted for review to the JU 
 

 

 

Del. 

no. 31 

Deliverable name WP no. Lead 

bene-

ficiary 

Estimated 

indicative 

person-

months  

 

Nature32 
Dissemi-

nation  

level 
33 

Delivery 

date34 

(proj. 

month) 

        

        

        

TOTAL   

 

                                                 
31

  Deliverable numbers in order of delivery dates: D1 – Dn 
32

  Please indicate the nature of the deliverable using one of the following codes: 

 R =  Report, P =  Prototype, D =  Demonstrator, O = Other 
33

  Please indicate the dissemination level using one of the following codes: 

 PU = Public 

 PP = Restricted to other programme participants (including the JUand the Commission Services) 

 RE = Restricted to a group specified by the Consortium (including the JU and the Commission Services) 

 CO = Confidential, only for members of the Consortium (including the JU and the Commission Services) 
34

  Month in which the deliverables will be available. Month 1 marking the start date of the project, and all 

delivery dates being relative to this start date. 
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WT3 Template: Work package description 

 

Work package description  

 

Work package number   Start date or starting event:  

Work package title  

Beneficiary number  

Beneficiary short name            

Person-months per 

beneficiary: 

           

 

Objectives  

 

 

Description of work (possibly broken down into tasks) 

 

 

Deliverables (brief description) 
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WT4 Template: List and schedule of milestones 

 

The following template list of milestones corresponds to Table 3c of the Guide for Applicants. 

 

 

List and schedule of milestones 

 
Milestone 

no. 

Milestone 

name 

WPs 

no's. 

Lead beneficiary Delivery date 

from TA 
35

  

Comments/Means of verification
36

 

 

      

      

      

      

 

 

WT5 template: tentative schedule of project reviews (if applicable) 

 

Tentative schedule of project reviews 

 
Review 

no. 

Tentative timing, i.e. one month after 

 month X = end of a reporting period 
37

 

planned venue 

of review 

Comments , if any 

 

1 Project month:  X     

2 Project month:  Y    

3 Project month:  Z    

… ………………   

 

Note: This is a new table which was not included in the proposal. 

 

 

 

                                                 
35

 Month in which the milestone will be achieved. Month 1 marking the start date of the project, and all delivery 

dates being relative to this start date. 
36

 Show how you will confirm that the milestone has bee attained. Refer to indicators if appropriate.  
37

 Month after which the review will take place. Month 1 marking the start date of the project, and all dates being 

relative to this start date. 
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WT6 Template: Project Effort Form - Indicative efforts per beneficiary per WP38 

 

 

Project number (acronym): ……………………………… 

 
 

Beneficiary no. Beneficiary short 

name 

WP1 WP2 WP3 … TOTAL  

person months 

1 

 

      

2 

 

      

3 

 

      

…       

TOTAL 

 

      

 

Note: This is the same table format as in Table 3e of part B of the proposal. 

 

 

 

                                                 
38

 Please indicate in the table the number of person months over the whole duration for the planned work , for each work package by each beneficiary 

 



Appendix 4 – How to consider Gender Aspects in projects 

 

The Joint Undertaking attaches considerable importance to gender equality. Articles 2, 3, 13, 

137 and 141 of the EC treaty endorse the principles of equal treatment in all activities 

including research and technological development. Furthermore, in April 2005, the 

Competitive Council invited the European Commission to continue improving the 

participation of women in all areas of research and to further develop the Gender Watch 

System.  

The lack of women's participation in scientific research, especially at high level, has been 

documented for many scientific fields. All projects are encouraged to have a balanced 

participation of women and men in their research activities and to raise awareness on 

combating gender prejudices and stereotypes. Sex and / or gender are relevant variables in 

many research fields and generally referred to as the gender dimension of the research 

content. These must be addressed as an integral part of the research to ensure the highest level 

of scientific quality.  

 

The Joint Undertaking will inform the coordinator, during grant negotiation, of the 

importance of having a good gender balance within the project. The Joint Undertaking will 

also inform the coordinator on whether it considers the gender dimension of the research 

content an area that should be addressed within the project. 

 

Beneficiaries should note that, parental leave costs are reimbursable. 

 

ACTIONS TO ACHIEVE GENDER BALANCE WITHIN THE WORKFORCE (Examples) 

Survey the position and the needs of women staff 

Design and implement equal opportunities policy 

Positive actions for women scientists re-entering professional life 

Set targets to achieve gender balance in decision-making positions 

Design and implement mentoring schemes for women 

Promote women‟s participation in Consortium research activities 

Promote women‟s participation in committees and working groups 

Design and implement gender awareness training for HR Managers 

Family friendly working conditions 

 
MONITORING ACTIONS (Examples) 

Appoint gender equality officer 

Create an equal opportunities commission 

Collect sex-disaggregated data on workforce regularly 

Collect data on women‟s participation in research activities 

Monitor impact of family friendly working conditions 

Disseminate data collection results within workforce 

Studies or analysis of attitudes / priorities of research personnel in the scientific field of the project 

 
ACTIONS TO RAISE GENDER AWARENESS (Examples) 

Organise conferences, seminars, lectures with gender experts 

Set up a gender awareness group 

Develop information tools (newsletters, websites, etc) 

Network with women‟s organisations or equal opportunities bodies 
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Appendix 5 – Negotiation of ethical issues (if applicable)39 

 

Ethics is important throughout the project lifecycle, from concept to dissemination of results. 

If there are ethical issues associated with a project the applicants must describe how these will 

be dealt with in the TA. 

 

Ethical issues are to be addressed by project proposals that involve experimentation with 

humans (including clinical trials), human tissue, the collection or processing of personal 

information, the development of security technologies that could cause potential loss of 

privacy or infringement of liberties, experimentation with animals, genetic information etc. 

 

If the proposal contravenes the fundamental ethical rules and this is unable to be resolved, the 

project may be stopped at any point in the evaluation/negotiation/award procedure. 

 

Management 

Where ethical issues are addressed by the project proposal, appropriate management of these 

issues should be guaranteed in the overall project management. This can be done in different 

ways, such as by involving one or more ethicist in the management board, by creating a 

separate management board for the ethical issues, by adding a work package to analyse in 

depth the important ethical issues involved or by working on an ethical impact assessment of 

the project. Sometime it might be advisable to choose a mixture of these measures. 

 

Reporting 

The annual report may devote a section to describing the handling of the ethical aspects of the 

project. 

 

Follow Up 

Identification of any aspects of the project where ethical issues may need to be considered or 

reconsidered at a later stage. 

 

 
 
 
 
 
 
 
 
 

                                                 
39

 http://ec.europa.eu/research/science-society/page_en.cfm?id=3198 

http://ec.europa.eu/research/science-society/page_en.cfm?id=3198
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Appendix 6 – Additional requirements for sensitive projects 
involving classified information  

 

In FP7, the use or production of classified information in a project is possible
40

 but requires 

additional specific procedures. 

 

Security research has certain specificities relating to its sensitive nature and the particular 

capability gaps that need to be addressed to protect Europe‟s citizens. Therefore, the 

classification of information and the application of strict rules on confidentiality can be 

essential to the success of research activities. In addition, the Commission supported by the 

Programme Committee needs to ensure that necessary provisions for the exchange of 

sensitive material subject to transfer- or export-licensing or projects addressing a topic subject 

to specific national or international legal restrictions are foreseen by the beneficiaries. 

 

As stated in documents "Rules on submission of proposals, and the related, evaluation, 

selection and award procedures" and the "Guide for Applicants", a Security Aspect Letter, 

describing all relevant procedures and information has been required in the proposal. A 

definitive version of the Security Aspect Letter will be annexed to the grant agreement and 

must be worked out during negotiations. National security authorities will be consulted during 

the negotiations through their representatives in the Programme Committee(s). They will have 

the possibility to make recommendations regarding "Classified information" issues. 

 

For projects based on proposals which did not contain Security Aspect Letter but that have 

been flagged
41

 during evaluation as potentially sensitive regarding security, a Security Aspect 

Letter could be required during the negotiations. 

 

Export control or transfer licences 

 

Any project requiring export control or transfer licences would be subject to the same 

procedures as projects involving classified information. 

 

The Security Aspect Letter (SAL) will cover: 

 

• The level of classification of background and foreground  

• The requirement to have export or transfer licences 

• Which participant will have access to what information 

• A statement on the clearances (or clearances requests)  

• A copy of export or transfer licences (or requests)   

• The compliance to specific national or international legal restrictions 

 

Subcontracting: 

 

If the beneficiaries have to negotiate classified subcontracts they are responsible for ensuring 

that all subcontracting activities are undertaken in accordance with the common minimum 

standards contained in the Grant Agreement. However, beneficiaries must not transmit EU 

                                                 
40

  See Commission Decision (2001/844/EC, ECSC, Euratom) on security, amended by Decisions ---

(2006/548/EC, Euratom and 2005/94/CE, Euratom)  

See dedicated procedure for flagging sensitive projects regarding security in “Rules on submission of 

proposals, and the related, evaluation, selection and award procedures” 
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classified information or material to a subcontractor without the prior written consent of the 

originator.  

 

If any classified subcontract is foreseen, it should be clearly mentioned and a SAL should be 

part of the subcontract and submitted to the Commission for approval prior to the signature of 

the subcontract. 

 

Levels of classification 

 

EU TOP SECRET: This classification shall be applied only to information and material the 

unauthorised disclosure of which could cause exceptionally grave prejudice to the essential 

interests of the European Union or of one or more of its Member States.  There will be no 

EU TOP SECRET classified information in an FP7 action. 
 

SECRET UE: This classification shall be applied only to information and material the 

unauthorised disclosure of which could seriously harm the essential interests of the European 

Union or of one or more of its Member States. 

 

CONFIDENTIEL UE: This classification shall be applied to information and material the 

unauthorised disclosure of which could harm the essential interests of the European Union or 

of one or more of its Member States. 

 

RESTREINT UE: This classification shall be applied to information and material the 

unauthorised disclosure of which could be disadvantageous to the interests of the European 

Union or of one or more of its Member States. 
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In addition, the following template for the List of deliverables has to be used for project 

involving classified information (including the extended set of deliverables codes): 

 
 

List of Deliverables – to be submitted for review to JU  

– including those with 'classified information' - 
 

Del. 

no. 42 

Deliverable name WP no. Lead 

particip

ant 

Estimated 

indicative 

person-

months  

 

Nature
43

 
Dissemi-

nation  

level 
44 

Delivery 

date45 

(proj. 

month) 

        

        

        

TOTAL   

 

                                                 
42

  Deliverable numbers in order of delivery dates: D1 – Dn 
43

  Please indicate the nature of the deliverable using one of the following codes: 

 R =  Report, P =  Prototype, D =  Demonstrator, O = Other 
44

  Please indicate the dissemination level using one of the following codes: 

 PU = Public 

 PP = Restricted to other programme participants (including the Commission Services). 

 RE = Restricted to a group specified by the consortium (including the Commission Services). 

 CO = Confidential, only for members of the consortium (including the Commission Services). 

CL restraint UE = Classified with the mention of the classification level “Restreint UE”  

CL confidential UE = Classified with the mention of the classification level “Confidentiel UE”  

CL secret UE = Classified with the mention of the classification level “Secret UE”  
45

  Month in which the deliverables will be available. Month 1 marking the start date of the project, and all 

delivery dates being relative to this start date. 

 

 



ARTEMIS-ED-28/08-e 

 44 

 

SECURITY ASPECT LETTER (SAL) TEMPLATE 
 

This template should be filled in for all sensitive projects and will be part of the grant agreement 

 

USE of classified Background 

Subject Classification 

level 

Owner 

(Name+ 

country) 

Beneficiaries wanting to access Comments including purpose of the access and 

planned use Name 

(+country) 

Clearance Date of access 

       

    

    

    

 

PRODUCTION of classified Foreground  

Subject Classification 

level 

Owner 

(Name+ 

country) 

Beneficiaries involved in production or wanting to 

access 

Comments including purpose of the access and 

planned use  

Name 

(+country) 

Clearance Date of 

production 
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Exchange of sensitive material subject to export or transfer licence 

Subject Type of 

material 

Owner 

(Name+ 

country) 

Beneficiaries requiring access to sensitive material  Comments including purpose of the export or 

transfer Name 

(+country) 

Licence ref Date of  

transfer 

       

    

    

    

 

Topic submitted to legal restrictions 

Subject Restrictions 

description 

Ref to 

national or 

international 

legislation 

Beneficiaries subject to restrictions Comments  

Name 

(+country) 

Action taken Date of action 

       

    

    

    

 

 

 

 
 
 


