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Submission procedure



How to submit a proposal?

e Where?

Applications must be submitted through the European Commission’s
Funding and Tender Opportunities Portal (F&TP) using the

Portal Submission System:
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home

e Who?

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

s When?
Deadline: 15 March 2022 — 17:00 Brussels time



https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home

Get prepared

 Read the 22 Erasmus+ Call for proposal documents:

- Erasmus+ Programme Guide, application templates and specific instructions
published in the Funding and Tender Opportunities Portal

« Consult the “How to find and apply for funding opportunities”
presentation, and watch the video on how to find and apply for calls and
proposals at the EACEA website: https://www.eacea.ec.europa.eu

« Read the information on the "Roles and access rights” and decide the
person who will manage the application



https://erasmusplus.at/fileadmin/Dokumente/bildung.erasmusplus.at/Hochschulbildung/Allgemein/How_to_find_and_apply_for_funding_20210414.pdf
https://www.eacea.ec.europa.eu/grants/how-get-grant_en
https://www.eacea.ec.europa.eu/
https://webgate.ec.europa.eu/funding-tenders-opportunities/display/OM/Roles+and+access+rights

Submit by 15 March 2022

Application package 1700 Brussels Time

The application form is structured in 3 parts:

« Part A — Administrative Forms

Contains general information about the project, data on the application organisation and
contact persons.

 Part B — Technical description and annexes
Contains the narrative part of the project, the work packages, milestones and
deliverables. Detailed budget table is an annex of Part B.

« Part C — Administrative forms

Tick boxes related to the proposal’s general objective(s) and indicators specific to the
Forward-Looking Projects action

»Complete part A and C directly in the Portal
» Prepare Part B in advance and upload it (word document and excel sheet)
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How to get to your submission area

Create proposal

TEST MODE ‘

Deadline
]

15 March 2022 17-00:00 Brussels Local Time

Call data:

Call: ERASMUS-EDU-2022-PI-FORWARD

Topic: ERASMUS-EDU-2022-PI-FORWARD-LOT1
Type of action: ERASMUS-LS

Type of MGA: ERASMUS-AG-LS

Topic and type of action can only be changed by
creating a new proposal.

Download Part B templates

-+= Download part B templates

Support & Helpdesk

& online Manual

-

Service Desk:

E EC-FUNDING-TENDER-SERVICE-DESK(Dec europa.eu

‘. +3222992222

* Please double-check
Please submit your proposal at the latest 48 hours before the deadline (to avoid system congestion or system X .
incompatibility issues). Late proposals will not be accepted. Don't wait until the end because you are worried about
confidentiality — we will not open the propoesals before the deadline.
You can submit the proposal as many times as you wish up until the deadline. Each new submitted version will replace the
.
th rrect tion and lot:
e correct action a ot

previous one.

Find your organisation
9 250
PIC I Short name |

ERASMUS-EDU-2022-PI-
FORWARD-LOT1

Please indicate your role in this proposal

ERASMUS-EDU-2022-PI-
FORWARD-LOT?Z2

Your proposal

Please choose an acronym for your proposal.

It will appear also in the "General Information” section of the Application Form Part A and can &lso be updated there.
n - - - -
Acronym | I

FORWARD-LOT3

SAVE AND GO TO NEXT STEP
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How to participate

» To apply, you will need the following:

1. You, as the coordinator, must have a
valid EU Login account.

2. Your organisation must have a 9-digit
PIC (Participant Identification Code).
You receive this when you register your
organization.

* You will be prompted to enter your EU
Login detalls in order to start or
update your application.

EU Log =B v
One account , many EU services

FPFIS requires you to authenticate
Sign in to continue
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How to participate

 To create your EU Login account and register your organisation, click on
the steps 3 and 4 on the F&TP homepage.

 Funding & tenders (europa.eu)

Horizon Europe (HORIZON) Single Market Programme Social Prerogative and EU External Action (RELEX) Justice Programme (JUST) Programme for the
(SMP) Specific Competencies Lines Environment and Climate
(socPL) Action (LIFE)

Show all
A’

How to participate in 5 steps

Find an opportunity Find partner(s) Create an account Register your organisation Submit your proposal or offer

Learn how to find and apply for suitable EU funding and tender opportunities.

European
Commission

Learn maore


https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home

How to participate
(screenshots for demonstration only)

Create proposal

‘ TEST MODE |

Deadline
15 March 2022 17:00:00 Brussels Local Time

&

Call data:

Call: ERASMUS-EDU-2022-PI-FORWARD

Topic: ERASMUS-EDU-2022-PI-FORWARD-LOT1
Type of action: ERASMUS-LS

Type of MGA: ERASMUS-AG-LS

Topic and type of action can only be changed by
creating a new propoesal.

Download Part B templates
-t Download part B templates

Support & Helpdesk

Service Desk:
! EC-FUNDING-TEMDER-SERVICE-DESK(@ec suropa.eu

&‘ +3222992222

Flease submit your proposal at the |atest 48 hours before the deadline (1o avoid system congestion or system x -
incompatibility issues). Late proposals will not be accepted. Don't wait until the end because you are worried about Y YO u C a n n OW b e I n
confidentiality — we will not open the proposals before the deadline.

You can submit the proposal as many times as you wish up until the deadline. Each new submitted version will replace the
previous one.

your application.

Short name

* You will need to enter

your PIC in the box
. <own in red.

Please indicate your role in this proposal

Search for your organisation

@ Main contact

Comact person

Please choose an acronym for your proposal.

It will appear also in the "General Information” section of the Application Form Part A and can also be updated there.
20

Acronym | -

2000

Short Summary

SAVE AND GO TO NEXT STEP

> Kk
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* gk
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How to participate

Create proposal

TEST MODE ‘ Flease submit your propoesal at the latest 48 hours before the deadline (1o avoid system congestion or system X
incompatibility issues). Late proposals will not be accepted. Don't wait until the end because you are worried about

confidentiality — we will not open the proposals before the deadline. PY
Deadiine ‘You can submit the proposal as many times as you wish up umtil the deadline. Each new submitted version will replace the S e e O S e arC O r

previous one.

Ta— your organisation in the
S B ] F&TP database.

Call: ERASMUS-EDU-2022-PI-FORWARD

Topic: ERASMUS-EDU-2022-PI-FORWARD-LOT1 Search for your organisation

Type of action: ERASMUS-LS
Type of MGA: ERASMUS-AG-LS

- C— /O C2N SelECt yOUr
creating a new proposal ¥ ged by = Organisation from the

@ Main contact

search results that appear.

¥ Download part B templates

15 March 2022 17-00:00 Brussels Local Time

-]
Support & Helpdesk Please choose an acronym for your proposal.
It will appear also in the "General Information” section of the Application Form Part A and can also be updated there.
20
& online Manual € mHowTo Acronym I —
2000
Short Summary N
% el © a Frerele
Service Desk:
a EC-FUNDING-TENDER-SERVICE-DESK Dec.europa.eu
R, 222902222 SAVE AND GO TO NEXT STEP
£ European
Y x
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How to participate

Find your organisation

‘fou may enter & (complete or partial) organisation name (e.g. "0xford” or “University of Oxford”). Entering additional infarmation like country,
usually leads to better results. You may also search based on VAT number of the organisation in intemational format (e.g. "GB12343567897)

Type your organisation name or PIC

)
s =
PIC: 901482014 PIC: 999986290 PIC: 907953660
ULE Coopération ULB ULB COOPERATION
Avenue F.0. Roosevelt 50 AVENUE FRAMKLIN ROOSEVELT 30 Avenue F.D. Reosevelt S0
Bruxelles BE BRUXELLESEE
Status: DECLARED VAT: BEDAD7626464

Status: VALIDATE

i oo i oo i oo |

PIC: 922241857 PIC: 937496562 PIC: 899373719

Bureau des étudiants de la faculté de CEFES-ULB HOPITAL ERASME - CLINIQUES

philosophie et sciences socizles de IULE 50 &v. Fr Roosevelt UNIVERSITAIRES DE BRUXELLES
U- 20215 E 0L T UG RQE - EUROPASS-1BA Brusslles BE 808 ROUTE DE LENNIK

Bruxelles BE Status: DECLARED BRUXELLES BE

Status: DECLARED WAT: BED941792893

Status: VALIDATED

- B2 B2 B =

PIC: 901330500 PIC: 905956818 PIC: 340211786
Specque ULB ULB LIMITED BEST Brussels ULB
Avenue Franklin Roosevelt 39 73 Camelot House Camden Park Road Av. FD Roosevelt
lxelles,BE London, UK Bruxelles BE

Status: DECLARED Status: DECLARED Status

i oo i oo i oo |

Maore results were found

View complete list

To register your organisation for a Participant Identification Code (PIC) Click here

Please check first if your
organisation has a PIC
(normally you should all

have a PIC already).
PIC Reqistration - Welcome (europa.eu)

If not, create one.

Your PIC does not need to
be validated for the
submission of the
application. The validation
IS required for the
signature of the Grant
Agreement

P European
Commission


https://ec.europa.eu/research/participants/urf/registration/research?ticket=ST-54930582-J1wflCWwmpEEb8TQ53EDKtD095T44eaPQVAxpk5YAcvbXKToWzjv4ov6DJ4uzlfQZHrP6mnXXlgESoreC7bc3P-rS0vSrmBGYCG8uAMPtXpxK-CC5iT0oIiG0uorDYMSwVRr80MYbMHAlVEPrTA7f3MGwmvhMtzqkDJ31bfbPxzZCxuZc0HMk7IKpTGu00AMjKUF

Roles

Create proposal

TEST MODE | Please submit your proposal at the latest 48 hours before the deadline (to avoid system congestion or system X
incompatibility issues). Late proposals will not be accepted. Don't wait until the end because you are worried about

confidemiality — we will not open the proposals before the deadline.

. Deadline \;‘f;ﬁ;s;;t?inne proposal as many times as you wish up until the deadline. Each new submitted version will replace the Y I n d I Cate yo u r ro | e I n th e
— application process

Call data: BIC I Short name I

S ———— « Main contact: Proposal
Topic: ERASMUS-EDU-2022-PI-FORWARD-LOT1 Search for your organisation "
Type of action: ERASMUS-LS

Type of MGA: ERASMUS-AG-LS C O O rd I n ato r

———— (mandatory)

15 March 2022 17-00:00 Brussels | ocal Time

creating a new proposal.
Please indicate your role in this proposal

@ Main contact

- Contact person: role

¥ Dovmload part B templates

- delegated by the main

Support & Helpdesk Please choose an acronym for your proposal.

It will appear also in the "General Information” section of the Application Form Part A and can also be updated there. C O n taCt (O pt I O n a | )

2000
Short Summary Ertar val e
5 s @
Service Desk:
% EC-FUNDING-TENDER-SERVICE-DESK(@ec.europa.eu
European
¢, 2229972 SAVE AND GO TO NEXT STEP 32 pean
* Commission



How to participate

Please indicate your role in this proposal

g

IT How To @® Main contact

* Fill in the acronym of your
project

z IT Helpdesk

@ Your proposal

Please choose an acronym for your proposal. a n d

It will appear also in the "General Information” section of the Application Form Part A and can
also be updated there.

Service Desk:

SWEC-FUNDING-TENDER-SERVICE-
%ESK@ec.europa.eu Acronym

Q, 3222992222

10

* the summary of your

1554

Snl?nr:nary “Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod p ro p OS a_I an d m Ove O n to

tempor incididunt ut labore et dolore magna aligua. Ut enim ad minim
veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea th e n eXt Ste p .
commodo consequat. Duis aute irure dolor in reprehenderit in voluptate

velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat
cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est
laborum|

SAVE AND GO TO NEXT STEP

> Kk
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How to participate

Participants

In this step you as coordinator should manage and review the participants of your X

. * You will have to add the partners
Only you as coordinator can edit the elements on this screen. to yo u r p rOj e Ct .

Note: Your changes will be applied only after you click the "Save Changes” button.

Deadline

2]

15 March 2022 17:00:00 Brussels Local Time

22 days left until closure

call data: Number of participants: 1@

i coordinator

Call: ERASMUS-EDU-2022-PI-FORWARD

Topic: ERASMUS-EDU-2022-PI-FORWARD-LOT3
Type of action: ERASMUS-LS

Type of MGA: ERASMUS-AG-LS

Topic and type of action can
only be changed by creating a
new proposal.

Proposal data:

Acronym: Sport test Add partner +

Draft ID: SEP-210734188

Download Part B templates

SAVE SAVE AND GO TO NEXT STEP

European
Commission




How to participate

Warning

Please be aware that the organisation you have chosen will be automatically notified at
submission about their involvement in the proposal. Do you want 1o continue?

Your organisation will
usually get a
notification of its
Involvement when the
proposal is submitted,
as suggested by the
warning

European
Commission




How to participate

T

ios P s eaafully cogaiteed & dieh propokal TEST o e call ERASRIE- 302 1 -ERIM-8808

W0kl Cam DO esditing ol Orafs proposal rowe o 2Coess it ot a Baier Gme, b bedoee the deadira of 31 January DI 10c35200 {Bressells Local Tiee) trom thi
Funcing E Terders Portal by aocessing the by Proposals tab

An amiail comtaining This Rhomration Fas b Sank b0 This ETall 200 1mss: Jm—"" ———— S ———— N S S S i e
BOOOUTY, ag— |

o e | ]

The following message
confirms that your draft
proposal has been
created, and your draft
will be given a
temporary Proposal

ID.

You will also recelve a
confirmation email.

European
Commission




How to partici

Proposal forms

Deadline
£

15 March 2022 17:00:00 Brussels Local Time

Call data:

Call: ERASMUS-EDU-2022-PI-FORWARD

Topic: ERASMUS-EDU-2022-PI-FORWARD-LOT3
Type of action: ERASMUS-LS

Type of MGA: ERASMUS-AG-LS

Topic and type of action can only be changed by
creating a new proposal.

Proposal data:

Acronym: kj
Draft ID: SEP-210825717

Download Part B templates

pate

n In this step you can edit the Administrative Forms and upload the proposal itself. @ X

° Your proposal contains changes that have not yet been submitted. ‘

Administrative forms (Part A)

Edit forms & View history l l Print preview

Part B and Annexes

@

In this section you may upload the technical annex of the proposal (in PDF format only) and any other requested attachments. @

Part B

Detailed budget
table

-*ﬂ Download part B templates

(2] Upload &

i

2] Upload &

< BACK TO PARTICIPANTS LIST l VALIDATE SUBMIT

> Kk

* %k

* gk

Eaes
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How to participate

Call: ERASMUS-EDU-2022-PI-FORWARD * Fill in Part A (online
( Partnerships for Innovation - Forward Looking Projects ) adm|n|Strat|Ve fOI’mS) .
Topic: ERASMUS-EDU-2022-PI-FORWARD-LOT1

* Click on ‘Table of
Contents’ to see the

Table of contents

— parts that you need to
Participants
— complete.

How to fill in the forms

The sdminiztrative forms must be filled in for 2ach propesal uzing the tampletes available in the submizzion svsrem. Some date felds
in the adminiztrative forms: ars pre-filled bazed on the steps in the submizzion wizard.

European
Commission




How to participate

e Edit Part A, save It and validate.

Table of contents 1 - General Information >

Table of contents

Section Title

Action
1 General information
2 Participants & contacts
3 Budget

European
Commission




Download part B template

You will have to download 2 documents

« a Word document (Application form Part B Technical description of the
Action)

« an excel budget table (Detailed budget table)

IN9arrre

HﬂTpI Detailed Budget Table (ERASMUS L5} .xlsm

European
Commission




Tick the boxes In Part C

Choose fields of education and topics (min 1, max 5)

Which field(s) of education will benefit from your project activities/ outcomes?

Education level

[ School education
[ Higher education
[ Adult education

(4 Vocational training
& Youth

Please indicate below the topics that are addressed by this application

O Eu Citizenship, EU awareness and Democracy

O Creativity and culture

O] Access for disadvantaged

[ Economic and financial affairs (including funding issues)

M Labour market issues incl. career guidance / youth
unemployment

[ Enterprise, industry, SMEs and entrepreneurship

O Ethics, religion and philosophy (incl. Inter-religious dialogue)
(] Health and wellbeing

O Inclusion - equity

O International cooperation, international relations,
development cooperation
O Natural sciences

[ Overcoming skills mismatches (basic/transversal)

O Quality and Relevance of Higher Education in Partner

Countries

O Quality Improvement Institutions and/or methods (incl.

school development)

[ Recognition (non-formal and informal learning/credits)
Research and innovation

0 Rural development and urbanisation

[ Recognition, transparency, certification

O Youth (Participation, Youth Wark, Youth Policy)

[ Post-conflict/post-disaster rehabilitation

D Combat \{iolence and tackle racism, discrimination and
intolerance in sport

O sustainable financing in sports, dual careers involving
sports, good governance
Encourage social inclusion and equal opportunities in sport

O ICT - new technologies - digital competences

[ Disabilities - special needs

O Early School Leaving / combating failure in education
O social dialogue

O Energy and resources

O Environment and climate change
O Gender equality / equal opportunities
[ Home and justice affairs (human rights & rule of law)
O Intercultural/intergenerational education and
l(—l’ifelong)learning
Key Competences (incl. mathematics and literacy) - basic
skills
[0 New innovative curriculafeducational methods/development
of training courses
[ Pedagogy and didactics
O Quality assurance

(0 Reaching the policy level/dialogue with decision makers

[ Regional dimension and cooperation
Roma and/or other minorities
[ Teaching and learning of foreign languages
O Transport and mobility
[ Open and distance leaming
(] Entrepreneurial learning - entrepreneurship education
[+ Healthy lifestyle, active ageing

[ Grassroots sports

Choose countries (min 3)

Which countries are targeted by your main project activities /outcomes?

Programme Countries

O Austria O Belgium [ Bulgaria

[ Cyprus [ Czech Republic O benmark

O Finland France 4 Germany

O Hungary Oiceland & Ireland

O Latvia [ Liechtenstein & Lithuania

[ Malta M Natharlande M Ranuhlis

> Kk

* %

* gk

Eaes

nf

[ Croatia
O Estonia

O Greece
O italy

O Luxembourg
Narth [1NAnvau

European
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How to participate

Call: ERASMUS-EDU-2022-PI-FORWARD [ Edit Part C ‘ I View history ‘ \ Print preview | @

Topic: ERASMUS-EDU-2022-PI-FORWARD-LOT3 L4 When you are

Type of action: ERASMUS-LS

Type of MGA: ERASMUS-AG-LS Part B and Annexes re ad y, yo u Can

Topic and type of action can only be changed by ) ) ) )
creating a new proposal. In this section you may upload the technical annex of the proposal (in PDF format only) and any other requested attachments. @

s et o[ wwa ] validate and
submit.

Proposal data:
£ BACK TO PARTICIPANTS LIST l VALIDATE SUBMIT

Acronym: Sport test

* If in doubt, you can
access support
resources at any
moment.

! ! HeIPdESk

Service Desk:

W% EC-FUNDING-TENDER-SERVICE-DESK@ec.europa.eu
European
Commission
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How to participate

Deadline
2

All iInformation is available in the online manual
(Support and Helpdesk box)

Call data:

Call: ERASMUS-EDU-2022-PI-FORWARD sep userman ual. Ddf (eu ropa. eu)

Topic: ERASMUS-EDU-2022-PI-FORWARD-LOT3
Type of action: ERASMUS-LS
Type of MGA: ERASMUS-AG-LS

Topic and type of action can only be changed by
creating a new proposal.

Download Part B templates

-1! Download part B templates

Support & Helpdesk

=

European
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https://ec.europa.eu/research/participants/data/support/sep_usermanual.pdf
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© European Union 2021

Unless otherwise noted the reuse of this presentation is authorised under the CC BY 4.0 license. For any use or reproduction of elements that are
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