
Letterhead of Contracting Authority
Open or restricted call for proposals
Date XXXXX
Reference 

Applicant’s name
Address
…..
…..
Call for proposals 
Reference
Title


Application ref.: 
Number
Title
Dear Sir/Madam
With reference to the above application I am pleased to inform you that, on the recommendation of the Evaluation Committee, the Contracting Authority has decided that your application has been provisionally selected for award of a European Community grant /grant from the European Development Fund
 of a maximum € XXXX, i.e. XX,XX % of the total eligible cost of the action.
In order to allow the Contracting Authority to verify the eligibility of your organisation, as well as the eligibility of your partners according to the criteria set out in the Guidelines for applicants, I would be grateful if you could send me the following documents.
1. The statutes or articles of association of your organisation
 and, if any, of each partner organisation.
 Where the Contracting Authority has recognized your eligibility for another call for proposals under the same budget line within 2 years before the deadline for receipt of applications, you may submit, instead of your statutes, copy of the document proving your eligibility in a former Call (e.g: copy of the special conditions of a grant contract received during the reference period), unless a change in your legal status has occurred in the meantime.
2. Where the grant requested exceeds EUR 300 000 (EUR 75 000 for an operating grant), an external audit report produced by an approved auditor, certifying the accounts for the last financial year available and giving an assessment of your viability . 
 
 
 

3. Copy of your latest accounts (the profit and loss account and the balance sheet for the previous financial year for which the accounts have been closed)
.
4. Legal entity sheet duly completed and signed by a duly mandated representative of your organisation, accompanied by the justifying documents which are requested therein. If you have already signed a contract with the European Commission, instead of the legal entity sheet and its supporting documents the legal entity number (Section II.1 of the grant application form) may be provided, unless a change in its legal status occurred in the meantime.

The supporting documents required by the legal entity sheet are the following:

· Where the applicant is a private entity:

· copy of any official document (e.g. Official Gazette, register of companies, etc) showing the applicant organisation’s name and address and the registration number given to it by the national authorities

· copy of the VAT registration document if applicable and if the VAT number does not appear on the official document referred to above 

· Where the applicant is a public entity:

· copy of the resolution, law, decree or decision establishing the entity in question

· or, failing that, any other official document attesting the establishment of the entity.

· Where the applicant is an individual:

· copy of ID card or passport;
5. A financial identification form conforming to the model attached to the Guidelines, certified by the bank to which the payments will be made. If payments are to be made to a bank account which is already known to the Contracting Authority, please provide a copy of the relevant financial identification form.

These documents and information must be received by the [date], otherwise your application will be excluded from the final selection.

Yours faithfully,
Name
Chairperson of the Evaluation Committee
� 	Delete the mention which does not apply.


�  	Where you and/or (a) partner(s) is a public body created by a law, a copy of the said law must be provided


� 	Delete where the applicant is an international organisation which has signed a framework agreement with the European Commission


� 	Insert only if applicable, in the light of the grant amounts to be awarded under the call for proposals.


� 	This does not apply to international organisations. 


� 	This does not apply to public bodies where the Contracting Authority, depending on its analysis of the management risks, decides to exempt them from this obligation.


� 	This obligation does not apply to natural persons who have received a scholarship, nor to Member States public bodies nor to international organisations. It does not apply either when the accounts are in practice the same documents as the external audit report already provided pursuant to point 2.4.2.


� 	Insert this paragraph only where the European Commission is the contracting authority or will make payments under the contract to be signed.
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