Step 3 — Letter to applicants


< Letterhead of Contracting Authority >
[Restricted] [Open] call for proposals
< Date >
< Name and address of the lead applicant >
Dear Sir / Madam,

Call for proposals: < Publication reference and title >
Application reference: < Number and title >
With reference to the above application and having checked the documents in support of the eligibility of your organisation, possible co-beneficiary(ies) and affiliated entity(ies),
NEGATIVE ANSWER
[I regret to inform you that you that your application has not been selected by the Contracting Authority for the award of a grant for the following reason(s)
Delete rows not applicable
· The following requested supporting documents were not provided by the deadline set: <list documents>
· Your organisation is not eligible according to the criteria set out in the guidelines for applicants.
· One or more of the co-applicants is not eligible according to the criteria set out in the guidelines for applicants.
· One or more of your affiliated entities is not eligible according to the criteria set out in the guidelines for applicants.
· <Another reason, to be specified>.
Should you believe that your rights have been adversely affected by this decision you might consider consulting section 2.4.15 of the Practical Guide (http://ec.europa.eu/europeaid/prag/document.do ), which contains all information on the available means of redress to contest this decision, including the nature of the redress, the body or bodies before which they can be brought, the time limits for their exercise and the conditions that need to be fulfilled to bring such actions.

I would also like to take this opportunity to thank you for your participation in this 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 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.
Should you believe that your rights have been adversely affected by this decision you might consider consulting section 2.4.15 of the Practical Guide (http://ec.europa.eu/europeaid/prag/document.do ), which contains all information on the available means of redress to contest this decision, including the nature of the redress, the body or bodies before which they can be brought, the time limits for their exercise and the conditions that need to be fulfilled to bring such actions.

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.

Please note that this letter does not give you a right to the grant. You will not acquire that right until both parties have signed the grant contract and then it will depend upon the terms of the contract.
A grant contract between the Contracting Authority and your organisation will therefore be drafted. For this purpose, you are kindly requested to submit the following information and documents:
Delete rows not applicable
· [Bank account
The payments shall be made to the bank account referred to in the financial identification form (see annex E of the guidelines for applicants). The bank must be located in the country where the Applicant is established. If you have already submitted a financial identification form in the past for a contract where the European Commission was in charge of the payments and you intend to use the same bank account, a copy of the previous financial identification form may be provided instead.]
· [Audit

A report on the verification of the action's expenditure, produced by an approved auditor who meets the specific conditions of the terms of reference for the expenditure verification (see annex G of the guidelines for applicants, annex  VII of the standard grant contract) is required in accordance with article 15.7 of the General Conditions of the grant contract.
Please communicate the name and address of the proposed auditor.]
· [In case of specific recommendations by the evaluation committee Modifications to the Description of the Action and/or the Budget
During the evaluation of your application, the following point(s) of the description of the action and/or the budget raised concerns:
· <provide explanation>

· <provide explanation>

Please review the proposal accordingly and submit <a new description of the action and/or new budget> with the required modifications.] 
· [Starting date of the action

The starting date of the action corresponds to the beginning of the eligibility period of the costs (i.e. the implementation period). Please note that the Special Conditions (see article 2.2) to the grant contract foresees options for the starting date.
Please communicate the starting date of the action in accordance with one of the above-mentioned options.]
· [Payment instalments

The payment instalments will be indicated in the grant contract. In accordance with the General Conditions to the grant contract, article 15.1 (or the relevant provisions of the PA Grant Agreement, where applicable), the schedule for payments for your contract will be the following: 

<enter the payment arrangements that you intend to specify in article 4 of the Special Conditions>]
· [Important notice

In order to proceed with the preparation of your contract at the earliest, we would like to ask you to send us the requested information within fifteen days from the date of the present letter to the following address. 

<Name and address of the Contracting Authority, for the attention of <address of unit/section>
Note that the Contracting Authority may not be in a position to honour the contract if the required documents/information is not submitted within the above time limit. [The contract must be signed by the two parties by <specify date> at the latest.]]
Yours faithfully,
< Name >
�	If the successful applicant is an international organisation, please refer to the relevant articles of the contract template 
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