Step 3 - Letter to applicants


< Letterhead of Contracting Authority >
[Restricted/open call for proposals]
< Date >

< Name and address of the applicant >
Dear Sir / Madam,
Call for proposals: < Publication reference and title >

Application reference: < Number and title >

With reference to the above application and after verification by the Contracting Authority of the supporting documents of the eligibility of your organisation, possible partner(s) and action, 
NEGATIVE ANSWER
[I regret to inform you that you that your application has not been selected by the Contracting Authority for award of a grant for the following reason(s)
Delete rows not applicable
· The following requested supporting documents were not provided before the set deadline <list documents>. 

· your organisation is not eligible according to the criteria set out in the guidelines for applicants 
· one or more of your partners is not eligible according to the criteria set out in the guidelines for applicants
· the action is not eligible according to the criteria set out in the guidelines for applicants
· <other reason, to be specified>

We draw your attention to the legal remedies available to you to contest this decision explained in section 2.4.15 of the Practical Guide to contractual procedures for EU external actions.
I take this opportunity to thank you for your participation in the present call for proposals.]
RESERVE LIST 
Delete rows not applicable
· [I regret to inform you that your application has not been considered as eligible for the following reason(s) <enter reasons> and therefore cannot remain on the reserve list. 
· I would like to inform that your application been considered as eligible and remains on the reserve list valid until <date>.  Should you not have been contacted by the Contracting Authority by that date, you should assume that you will not be considered for the award of a grant for this application. ]

POSITIVE  ANSWER
[I am pleased to inform you that the Contracting Authority has decided that your application may be awarded a grant of a maximum of EUR <amount>, representing <..%> of the total eligible cost [and <..%> of the total accepted cost] of the action.

A grant contract between the Contracting Authority and your organisation will therefore be prepared. 
Please note that this letter does not give you the right to the said grant. You will not acquire that right until both parties have signed the grant contract and then your right will depend upon the terms of the contract.]
Yours faithfully, 
< Name >

November 2010 (Update March 2011)
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