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• All Agency’s call for proposals are published in F&TP: Access to Portal

• For ‘Calls on Invitation’,  a link to the submission platform is sent with the invitation 

WHERE

Where can you can find a Call and how can 
you submit an application 

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


3

WHERE

Where can you can find a Call and how can 
you submit an application 
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WHERESTART SUBMISSION

Once the call found, and read all relevant information you can 
start the process of submission of the Application



How can you submit your application
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Before you can access the system and start your submission there are two prerequisites:

1. You, as the coordinator and organiser of the project, have a valid EU Login

2. Your Organization has a 9-digit PIC (Participant Identification Code)

We make the assumption that you have both these elements,

When selecting the link in the e-mail or select the

submission botton in the Portal you will be asked

to enter your EU Login

Enter your email address in the field provided, 

then click the Next button. 

You will be prompted for your password.
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No EU Login => create an account
No PIC => register your organisation

Within the very first 

page of the portal, at 

the bottom you can find 

all necessary 

resources to both 

create an account or 

register your 

Organisation to get a 

PIC

How can you submit your application
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You need

to enter 

your PIC
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You can

search your

PIC 



You can Search
your PIC if you
do not know it
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How can you submit your application



Define your role, acronym and summary of your project
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Fill in the summary

and move to the next

step

How can you submit your application



Add your Partners in the project, if needed, 

otherwise move to the next step

How can you submit your application

Additional partners can be added via the 

appropriate Icon

If selected, you will have to search its PIC 

and follow the same steps
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Edit and complete 

proposal

You need to fill:

- the eForm

- the Part C

- the attachments

How can you submit your application



Edit and complete the eForm

13

How can you submit your application



Edit the eForm, save and validate
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How can you submit your application
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Part B: 

Downloading 

and Completing 

the Annex 

Forms

How can you submit your application
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You can validate and 

submit

NB: at any moment 

you have access to 

different support 

resources

How can you submit your application
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Part B – Application Form
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Part B – Application Form

To be downloded

Divided into different sections

Section 1, 2 and 3: Award criteria

Section 4: Activities, Work packages, Timing and 

Subcontracting

Annexes
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Part C – Application Form

For Cooperation partnerships and 

Small-scale partnerships
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Part C – Application Form

For Not-for-profit European Sport Events



Importance of the LEAR

What is a LEAR ( legal entity appointed representative)

• For organisations (i.e. not individuals), this is a person formally appointed by the legal representative 

of the organisation to perform certain tasks on behalf of their organisation

• S/he regularly:

• enters and updates the names of the colleagues authorised to act as legal representatives and 

signatories for the organisation. These are people who are able to commit the organisation legally 

by signing grant agreements or contracts and authorising amendments to them. 

• enters and update the names of any colleagues authorised to sign financial statements or invoices 

on behalf of the organisation. 
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ACME Ltd.

President of the 

Board of 

Directors

LEAR

Responsible to 

Sign the 

agreement

1) In my capacity as President of the Board of Directors and authorised to legally 

represent my organisation, have appointed as our legal entity appointed 

representative (LEAR) Mrs XXXX 

2) Mrs XXXX enters and updates the names of the colleagues authorised to act as 

legal representatives and signatories for the organisation

3) Finally, this is the person who ultimately signs the Agreement

S/he defines who signs the Agreement

Importance of the LEAR



Importance of the LEAR: 2 remarks
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Often however, the same person has the 3 roles

This is the most difficult person to identify and s/he will be scrutinized 

to check that indeed s/he can represent the Organisation. 

- Very complex for Public Administrations 

- Easier for Private sector

Official documents will have to be provided to the EC validation authority 

for its verification

ACME Ltd.

President of the 

Board of 

Directors

LEAR

Responsible to 

Sign the 

agreement



Importance of the LEAR: 
Example of some Documents

+ Other specific documents. Procedure can be found here

https://ec.europa.eu/research/participants/docs/h2020-funding-guide/grants/applying-for-funding/register-an-organisation/lear-appointment_en.htm


Importance of the LEAR: Documents
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