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Contracting Authority

Name of programme
CONCEPT NOTE FORM
Budget line(s): number(s) or

9th European Development Fund
Reference: call for proposals number
Deadline for receipt of concept notes: date
	Name of applicant:
	


	Dossier No

At the Opening
	

	(for official use only)


NOTICE

All personal data (such as names, addresses, CVs, etc.) mentioned in your concept note form will be processed in accordance with Regulation (EC) No 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data.  Your replies to the questions in this form are necessary in order to assess your grant application and they will be processed solely for that purpose by the department responsible for the Community grant programme concerned. On request, you may be sent personal data and correct or complete them. For any question relating to these data, please contact the Commission department to which the form must be returned. Beneficiaries may lodge a complaint against the processing of their personal data with the European Data Protection Supervisor at any time (Official Journal L 8, 12.1.2001).

Please read and complete this form with all due care, in accordance with the guidelines for applicants

Please note that the procedure has changed. You will only be requested to submit a full application form if your concept note is pre- selected. Your full application will then undergo evaluation. The eligibility conformity check will only be performed for the full applications that are provisionally selected according to the score obtained after the technical evaluation, on the basis of the supporting documents requested by the Contracting Authority and the Declaration by the applicant signed and sent together with the concept note, and the second version sent together with the application form

I. APPLICATION DATA SHEET
	Note: The data on this page will be encoded in the Commission’s proposal database for use in processing the application and in establishing any future contract. This data must imperatively correspond to that eventually supplied in the full application form. It is the responsibility of the applicant to ensure that the data provided on this sheet are correct.


	Call for Proposal Reference + LOT
	Ref + TITLE of the Call + Budget Line



	Applicant
	Full Name
	
	

	
	Acronym
	
	

	
	Legal Entity Sheet number

	
	

	
	Nationality

	
	

	
	Legal Status

	
	

	
	Creation date
	
	

	
	Address
	
	

	
	Contact person :

Tel :

E-mail :
	
	


	Title of the Proposal


	


	Geographical region where the action is to be implemented 

(tick only one region)
	Main

targeted

country

	Region
	Region
	Region
	Region
	Region
	

	
	
	
	
	
	


	Total eligible cost of the Action
	
	EUR
	

	Requested EU Contribution
	
	EUR
	=
	
	% of total eligible costs

	Duration
	
	   months


II.CONCEPT NOTE FORMAT

The Concept Note must answer 4 sections in a maximum of 4 pages (each section must be answered on maximum 1 page - the font size cannot be smaller than Arial 10). Any Concept Note not meeting those basic requirements will be rejected without appraisal. 
Please provide the following information:
1. Summary of the action
1.1
Brief description of the proposed action.
2. Relevance:
2.1
How relevant is your proposal to the needs and constraints of the target country(ies) or region? 
2.2
What are the problems to be resolved and the needs to be met? 
2.3
Who are the actors involved (final beneficiaries, target groups)? 

2.4
What are the objectives and expected results?

2.5
What is the added value of the action (what adds the action by reference to (central or local) government action and actions implemented by non state actors)?
3. Methodology and Sustainability:
3.1
What are the main project activities? 
3.2
Who will be your main implementing partners, what is the length of your relationship with them and how will they be involved in the project?

3.3
How will the project achieve sustainability? 

3.4
Will it have multiplier effects?

4. Operational capacity and expertise:
4.1
What is the experience of your organisation in project management?

4.2
What is the experience of your organisation and your partner(s) of the issues to be addressed?
III.
CHECKLIST

	Before sending your CONCEPT NOTE, please check that each of the following componentS IS complete and respectS the following criteria :
	To be filled in by the applicant
	To be filled in by the Contracting Authority



	
	Yes
	No
	Yes
	No

	1. The Concept Note is drafted following the published format for this Call for proposals.


	
	
	
	

	2. A floppy disk or Cd-Rom is enclosed.


	
	
	
	

	3. The Concept Note is typed and is in English, French or in Spanish.

	
	
	
	

	4. One original and x copy(ies) are included
	
	
	
	

	5. The action will be implemented in (an) eligible country(ies).
	
	
	
	

	6. The duration of the action is equal to or lower than ….months (the maximum allowed)
	
	
	
	

	7. The duration of the action is equal to or higher than …. months (the minimum allowed)
	
	
	
	

	8. The requested contribution is equal to or higher than ……….. EURO(the minimum allowed)
	
	
	
	

	9. The requested contribution is equal to or lower than ………..EURO (the maximum allowed)
	
	
	
	

	10. The requested contribution is equal to or higher than….% of the total eligible costs (minimum percentage required)
	
	
	
	

	11. The requested contribution is equal to or lower than  … % of the total eligible costs(maximum percentage allowed)
	
	
	
	

	12. The Declaration by the applicant has been filled in and has been signed
	
	
	
	


IV. DECLARATION BY THE APPLICANT

	A. The applicant declares that:

· It has the sources of financing and professional competence and qualifications specified in section 2.3 of the Guidelines for Applicants.

· It undertakes to comply with the principles of good partnership practice foreseen in section III.2 of the grant application form.

· It is directly responsible for the preparation and management of the action with its partners, and is not acting as an intermediary.

· It and its partners do not fall in any of the categories (a) to (f) list in section 2.1.1(2) of the Guidelines for Applicants.
· If selected, it is in a position to deliver in the second phase, immediately upon request, the supporting documents stipulated under point 2.4 of the Guidelines for Applicants 


	Furthermore, the applicant declares that :
	To be filled in by the applicant
	To be filled in by the Contracting Authority

	1. It is eligible in accordance with the criteria set out under point 2.1.1 of the guidelines.)
	
	
	
	

	2. Partner 1 is eligible (in accordance with the criteria set out under point 2.1.2 of the guidelines.) (if any)

	
	
	
	

	3. Partner 2 is eligible (in accordance with the criteria set out under point 2.1.2 of the guidelines.) (if any) 

	
	
	
	

	4. Partner … is eligible (in accordance with the criteria set out under point 2.1.2 of the guidelines.) (if any) 

    NB: add as many rows as partners
	
	
	
	


	B. SIGNATURE:

	I, the undersigned and person responsible in the applicant organisation for the concept note, certify that the information given in this Declaration is correct.

Date:                                                                 

Name:                                                                                    Signature:

Position:




V. ASSESSMENT GRID
(FOR THE USE OF THE CONTRACTING AUTHORITY ONLY)

	
	YES
	NO

	1. The Deadline has been respected    


	
	

	2. The Concept Note form satisfies all the criteria mentioned in the Checklist (Section III of the Concept Note form).


	
	

	The verification of the Checklist has been conducted by ……………………………………… On the ……………………………………………..



	DECISION 1: The Committee has decided to recommend the Concept Note for Evaluation after having passed the Administrative check.
(If not, reasons must be encoded in the Administrative check Grid in CRIS, in the Administrative Check report in CRIS, and in the letters sent out to applicants).


	
	

	DECISION 2:   The Committee has approved the Concept Note and asked the pre-selected applicant to submit a full proposal after having pre-selected the best Concept Notes.
(If not, reasons must be encoded in the Concept Note Evaluation Grid in CRIS – this includes the evaluation sheet for assessors and delegations, in the Concept Note Evaluation report and in the letters sent out to applicants.)


	
	


�  	Not to be included in guidelines related to calls for proposals launched in decentralised management


� 	If the applicant has already signed a contract with the European Commission


�  	E.g. non profit making, governmental body, international organisation… 


�  	Please  indicate “Not Applicable”  (NA) if you have no partner


�  	Please  indicate “Not Applicable”  (NA) if you have no partner


�  	Please  indicate “Not Applicable”  (NA) if you have no partner
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