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dance contains key techniggbrmation an the operation and use of the electronic Monitoringsgm

)¢ the current system used for submitting applications to the France (Channel) England Progfararder

apply for a regular project a micro-project, youwill be requiredto complete and submian Application Form

(AF) via eMS. We highly recommend you read this document carefully before starting to use eMS. This techni
guidance on eMS complements tReogramme Manual

1. Introduction
1.1 Regular antlicro-Projects

The Pogramme has two types of projectRegular andMicro Projects. The characteristics of the two types of
projectsare set outin the Guidance Note 1 of therogramme ManuaBased on the characteristicsyafur project,
you will apply either as:a

Regular projecor Micro-projectb ¥ 2 NJ ¢ K A O K -phiakeSaplficatibréproteduger y 3t S
1.2 AbouteMS

eMSis a web application, which can be accessed with recent versions of the most common browsers (e.g. Intern
Explorer, Mozilla Firefoxand GoogleChrome). However we advis¢hat you use Google Chromas certain
functionalities do not work properly on the other web browsers.

1.3Support when filling in the application

All questions related to the content of the application should be directed tdFsagramme Facilitators.

Questions related to the technical functioninge Sshouldbe directed toeMS@norfolk.gov.uk

Please note that thewvailability ofthe teamto answer questions or to solve technical issues may be limited at
certaintimes, especiallytowards thefinal deadline ofacall. Trreforeyou should attempt to fill in and subiryour
application in due time, in order tavoidany probéms

Please note that the Programme developedl@ssary of terms

1.4 Submitting the application

eMSwill be open for project applications during specifically designatts ¢or applications. The opening and
closing datesireavailableonthe Programme websiteeMSwill be opened al2pmEnglish timg1pm French time)
on the start date specified, and clasat 12m English tire (1pm French timedn the end date of the calllThe
systemwill only be able to receive an application untild (1pm French time) othe end date of the call.

All project applications must be filled in completely and submitted during the perfidisne defined for the call.
An Application Fornthat is filled in but not submitted will be considered aslraft only and not as received
application.Thereforeit would not be assessed.

12 KSy g2NJAy3a 6A0GK LYGSNYySi SELX 2NBNE (KS 2LIiA2y &RA Ipatidiigy Ay
view of the browser (to access Internet Explorer preferences for compatibility view you can ress-AB)
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Smanagement
2.1 Registration

eMScan be accessettiroughthe following linkhttps://emschannelmanche.norfolk.gov.uk/ems/
Oron Programme webpagé€by clicking thébanner on the main page).

To get an access ®MSyoumustregisted @ Of AO1 Ay 3 2y & w Swhicthwill$akétherd 46 thél K S
registration page where they need pyovidetheir credentialsin theregistration form(Fig.1).

Fig.1leMSregistration form
Registration

Username *

@) Register

Username This is thaisername you will use to log into the system.
Email:the email address of thapplicant, from which the application will be submitted.

Password:password used to accesMS Please usa combination of upper and lower case letters, digited
special characters ($, @gtt.).

First name / Last name / TitteContact detailsjpersonal information of the appropriate person to contact

LanguagelUpon entering eM%nglish igshe default language. Thian be changed to Frenctsing the dropdown
menu that appears at the bottom of the left hd menu.

Following the registration, aonfirmation email will be automatically sent to the email address provided in the
registration form (please check your junk folder if the @onétion email does not appean iyour inbox). Only after
confirmation, will you be ableto logintoeMSy R ONB I S 'y | LILJX A O SiN2lyO ©2 deyvii
can change yoypassword and amengour personal data at any time.

Important notice: Each eMS user is responsible for all actions done with their username and must keep their
username andrassword safe

The Interreg VA France (Channel) England Programeodiranced by European Regional Development Funds
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s a change of project coordinator in the LP organisation, the new project coordinator should register an:
ct the team via the mailboxMS@norfolk.gov.uproviding the username. Folldng this step, we will grant
e LP access to the new project coordinator.

&
Q)¢
[extN
N)Y

Ly OFa&asS GKS LI aadagz2NR Aa FT2NH2G0GSy&Fig2)i OFy o6S N

Fig.2 Restoring password

Username*

Password® Username required

+ | Login + ) Register ':‘ Forgot Password

You will then receive anmail with instructions on how to proceed further for resetting the password. If you have
forgotten your username, please send an email to the eMS maitdds@norfolk.gov.uk

2.2 Dashboal and project view menu

When logged ito eMS you will see the main page (Dashboard) withthe left side menuthe 8 SOG A 2 vy &
LINE 23 QRaA£Y £ SYRFENDH 6 CA 3 do 0 dthehogenitigka®d clasing tinsof tRe- chilEfor & 2 ¢
proposals.

Fig.3 Dashboard

Dashboard Welcome Marina Gnedoval
W) Dashboard My Projects
LP Applicant
oA ~ & - & Lead & & Specific Submission N or N
8 G Project_id & | Name ¢ | Aconym 2 Start & End % Partner ¢ Nalm:lal\ty Call ¢ | Timeslot ¢ Objective ¢ Date & Projectstate ¢ Leadpartner View Project
=) e
No records found.
» Applications ©) Add Project
» EMSManagement
©) Logout Show Own View
0| 0 | currentpate April 2016 Month
EN - Em Mon T Wed T Fri Sat
1 2
EMS*
3 4 5 6 7 8 a
electronic Eeee
momtormg
Systern
developed by 10 1 12 13 14 15 10
PLOT e
m 17 18 19 20 21 22 23
—
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e menu of the Dashboard cantathe following buttons (Fig)4
rsonal:

Dashboard; enter to the Dashboard.

1 Generated Fileg opensa popup window that displays all generat&udiffiles.

1 User Account; details about userthe option to charge your password, personal datgersonalisethe
Dashboard.

2) Applications:

My Applications; yourlist of prepared and submitted applicatiochs
1 Bookmarked Applicationsyour selected applications fajuickaccess.

3) eMSManagement:

1 Callg calls for proposals published by the Programifigis area contains the optida create application$or
open callsby creating and submitting adypplication Form

4) Logout; logout of eMIS

2 Please note that due to a technical modification on the eMS interface, the Phase 1 applications submitted at Calls 4 and/or 5
are no longer directly visible in the application interface. The whole content of the Phase 1 application can Heneserssed
Ay GKS aFddlF OKYSyiGaeg GFro Ay t5C F2NXNIG®
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Fig.4 Left side menof Dashboard

v Personal

Dashboard

@) Generated Files

&) User Account

@) My Applications

Bookmarked

Applications

Please note thatvhenin the project view (when thépplication Fornis open and the first information is saved) you
will see the left side menu with the following sections (Fig.5):

1 Save; saves data entered in th&pplication FormAutomatic saving is nat feature of eMS.

 Save a®dfFilec savesa copy of theApplication Fornasa Pdffile. In 34 minutes after clickingy { I OR&If | &

File¢ PDF version of thapplication Fornwill appear insectiomdy DSY SNI §i SR TAf Sa

Generata Files; displays all generateBdffiles.

Project History overview of actions performed with th&pplication Form

Attachmentsg sectionwhere applicants can upload documents.

User Management it is possible to add/removdza Sadd@ss to an Applicat Form.

Bookmark Project, it is possible to mark the application feasier and quicker access. Onceapplication is

0221 YFENJ SR Al gAftf FLIISFENIAY &aSOGA2Y aG.221YIF N €

1 ToggleTreeg this open/closesa navigation pane for easier accessthe sections of theApplication Form
whichappears on the right side of th&pplication Form

1 Exitg exit from the application to the Dashboard.

= =4 =4 =4 =4
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Fig.5 Left side menu in the project view (when tigplication Formis open)

‘ 1 ' SAVE

* General

& Save As PdfFile

@) Check Saved Praject

Generated Files

[N |

Project History

%

Artachments

el

User Management
Il) Bookmark Project
&) Toggle Tree

&) Contacts

?) Help

| Exit

b Management

2.3User management

The LP profile can only be allocated to one perfsom the LP organisatiorlhe LFprofile can grant access rights

to others users, namely thBroject PartnersRP$3, to the Application Form (AF)r Micro Project Aplication Form
(MAF) As a resultother appicants have to first registerroeMSas users and then provide tHePwith their
username. ThePOl y (G KSy Syl o6t S ySg dzaSNRE A §). UdeksSan bie gearBadkithdr v |
read2 yf & NAIKGA O0aFRR F2NJ NBFRAYI£€0X 2N SRAG I yRs | RI
responsible for the submission of thg~/MAFand certain automatically generated emails (e.g. confirmatbbn
AFMAF submission) will be sent only to the email address ofltRel herefore the holder of the LP profile should

be the contact person of th&Porganisation(project coordinator)
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Fig6 User management

~ General

&) Save as PDF file

© Check saved project User project mapping

8) Generated Files

) Project History New user Assigned user

Attachment (partnership
agreement only) va [l e | 1] [ ]| B0

2 User management User Name Role

L Bookmark Project +/ Add for reading +/ Add for modification Username of Lead Applicant Applicant —) Remove

2 Toggle tree
Username Alpha Co Worker - Remove

2 Contacts

Username Béta Reader =/ Remove
2 ) Help

) Exit . < 1 >

Important notice: It is possible for different users to wodn an applicatiorin parallel (at the same time)When
working in parallel, users have to make sure though that they are not working simultaneously in the same sectic
or subsection as thisnight create potentialoss of dataThe JS strongly advises paetrships to work together on

the eMS applicatioroffline template. Once finalised and after reviewed by a Programme Facilitator, it is advised
that only the LP enters the project data onto eMS, including information each PP

2.4Filling an application

After signing inteMS. 2 ONXBF 0SS @2 dzNJ | LILXFgOA YA R SOABOUAZY dls
From this page you caselectwhether youare applyingor a regular ol micro-project.

Fig.7 Accessinghe Application Form

Dashboard Welcome test te
~ Personal
W) Dashboard My Projects
=S PO Nme AT gane | mae M ey TSl s sbmson  edsse SHEROLyewrosa
#) User Account No records found.
i) My Applications
P Showe Ow View
[ ] Current Date Apl’i|2016 Month

+ EMS Management

@) Calls ! 2
0) Logout 3 4 5- 7 g8 9
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Fig.8 Applying for the call for proposals
Start & End & Description &
Attachments
Call 1 01.10.2015 30.11.2015 First Call CB Guide for filling in the Form _2.0.pdi ) Apply
The first call for propesals of the Interreg V-A Latvia-Lithuania Cross Border Cooperation
First call for proposals 03.02.2016 02.05.2016 Programme 2014-2020 is opened in order to achieve programme result and output indicators under
four priorities of support.

Important notice: A good way to prepare an application is to prepare a word file¢thatbeeasily exchangkand
discusedwith your partnersContent can then easily be cogyasted into theApplication Formin eMS Working
documents including a word version of the application foare avdlable on theProgramme wehge:

The following important aspects have to be remembered when filling in the AF:

- eMSdoes not provide any warning or request of confirmation before leaving a section of the AF or before loggin
out. Always remember to save the data before leaving a section in the AF (Save(Big&@ron upper left corner);
otherwise data will be lost!

- Certain fields are mandatory and need to be filled in in order to be able to Aftes.pushing the save button,
the list of fields not filled in is shown on top of the pag#.this message appears, then the information has not
been saved.

- Pleasenote that you will be automatically logged out froeMSif it stays operfor more than 30nm without any
activity.

-52 y24 dzaS (GKS a9y GSNE 1Se& 2F e2dzNJ {Seo2FNR G2 a
results.Always use the commands provideddiMSinterface.

- Fields ireMShave character limitsThecorrect maximum number of maximum characters allowed is indicated in
at the bottomright corner of the boxBe aware that characters in excexdghis limitcould prevent yourom copy
pasingtext into the eMS box.

Theremay be a difference between the number of characteshown on a Word document and on eMS. For
example, a line break counts as 2 characters on eMS.

2 FPdfA G &

- Please note thatyou cancreatePaf F At S 2F GKS ' C G | yea AYS
NISR YSydz Ay (K

e
CAtS¢ odzili2zyd , PdF¥ASIAaTFANR WKS DPHSE NI
the saving of thd>dfdocument in the file browser might tekseveral minutes.

- Once the AF is at an advanced stagerecommendyou perform the automatic checks on the correctnedslata
entered into the AF. Thischegkd R2y S o0& LINGpdicatioy 3 0 ulsh sheléft/sidetnén (Fig.D

The Interreg VA France (Channel) England Programeodiranced by European Regional Development Funds
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Fig9 Sa\e button

G s 0 Y
1) EVs
S

The system then performs several automatic checks on a number of formal requirements. If all automatic checl
are successfully passed, the message dz00Sadaé¢ @A f f o6right dmer alfhé stréeRf orke ¥f thé K S
automatic checkéinds an issugan error message appears on top of the page and the AF will have to be amendec
accordingly.

- We advise that you do not submit your AF at the very last minute before the closure of th8ubatiission will
no longer be tehnically possible after the announced deadlines of the CA¥ submission gossiblefrom any
internet connectionno exception to this rule will be granted.

- We advise that you carefully read tleogramme Manual

TheApplication Forntan be saved as RAfF At S o0& OfPR®} A $ DeftHghd HidrenudFig.9. By
clickingon this button,the Pdfcreationis put into a work queue angill be processed in the background. After a
few minutes thePdfOl'y ©6S FT2dzy R Ay WDSYSNI} SR FTAfSaQ 2y (KS
see the full menu) where it can lm®wnloaded or deleted

3. Regular Project
3.1Application Form

An offline (in word format) template of the Application Form is available orPtligramme website

The Applicdion Form consists of the following sections and subsections which have to be filled in:
The sections appear on the top on the interface. The subsection appear when clicking on the sections.

When clicking on a subsection, the questions related toghissection appear on the screen.

The treebelowis structuredusingthe following rationale:

i Section
0 Subsection
w Question

The Interreg VA France (Channel) England Programeodiranced by European Regional Development Funds
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lication Form consists of the following sections which have to be filled in:

1 ProjectOverview
w Project Identification
w Project Summary
1 Partner
91 Project Description
o0 Project Relevance
w Common Territorial Challenges
w Project Challenges and Approach
w CrossBorder Addeevalue
w Value For Money
o Project Focus
w Programme Priority Specific Objective
Overall projecspecificobjective
Programme Result Indicator
Project Main Result
Durability / sustainability of project outputs and results
w Transferabilityof project outputs and results
0 Project Context
w Wider strategies and policies
w Synergies
w Location of project activities
0 Horizontal Pniciples
w Sustainable development
w Equal opportunities and nediscrimination
w Equality between men and women
1 Work Plan
0 Work Packageist
w WPPPreparation
w WPM Management
w WPTImplementation
w WP C Communication
o Target Groups
o Define Periods

eeegeg

1 Project Budget

o Partner Budgeper period

0 Project Breakdown Budget
1 Project Budget Overview

M Attachments
0 Annex 1: De Minimis Form (for each PP)
Annex 2: Description of project Investment (if any)
Draft Partnership Agreement
Letters of Engagement (In case of external mdteiding or shared costs)
Letters of Intent and organisation chaffer eacl)
Acopy of the last three years of accounts must be provifledprivate partners)
Covering Letter

O O 0O o0 o0 O
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to fill in theApplication Fori  LJ S aS aSft SO0 aa®RLINREB8OSDa¢é EM) &
agement / 6 ffaé FTNRY G(GKS 51 3aK6o2FNR O0CAIdyod ! FISNI GK
K2dzZ R OK22aS 606& Of AO1 Ay 3 0 dzihiyduyould likedoapphE (Big.8ibkiteon O f
G! LILX ¢ Aa y20 FOGAGST Ad YShya GKFd GKS NBaLISOGAC

Important notice: Please note that you cannly completethe Application Formif the call for proposals is open.

3.1.1 ProjectOverview

In this section,you should provide the basic information about the project. Afterwards it will be used by the
Programme on the website, as well as in publications about approved projects in the ProgrBhease do the
following:

a) Select from a drodown list theProgrammePriority and theProgramme Priority Specific Objectiy®ur project
contributes to;

b) Insert yourproject acronym It should be up to 20 characters long, pronounceable and should allow an easy
identification of the project. The use of the acronym is neeeg for efficient communication and administration,
especially when presenting statistics;

c) Insert youprojecttite® ¢ KS GAGE S akKz2dzZ R O2y il Ay We edRbendIBtthe N
title does not exceed 60 characters includimacesg Please note that the project title cabe the same ashe
project acronym)

d) Insert your project duration during which the project activities will be implemented. The duration in months is
calculated automatically. The earliest date when the peogetivities can start and the expenditure can incur is the
following day after the project is approved by the Selection Sub Committeeki®®@Yer, all project activities that
FNE AYLX SYSYGSR 0ST2NB GKS DNyl hFFSNI Aa aA3aySR
estimating the time that is needed for the implementation of all project activities.

The SSC dates are a@lable on theProgramme websiteYou should consult with yolrogramme Facilitatoto
determine a likely datéor approval. It will bgossible to amend this date after final approval so this date is not
binding on the project.

e) Insert your ProjecBummary. Youneed towrite a short overiew of the project in English and French
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Fig10 Application Formg Project Summary

A2 Project Summery (P

& N

3.1.2 Partner

hyOS (KS aSOiA2y dat NRP2SO0 h@SNWBASs: KIF @S 0SSy 0O2YL
the LP and PPs patrticipating in the project. This section contains basic information about the project partnershi
According to Programme gaiirements, a project has to involve at least one English and one French partner, which
is registered or permanently located and actively operating in the Programme Area. The full requirements for
partnership are set out in Guidance Note 3 of thegramme Manual.

¢2 FRR AYTFT2NXIFOGA2Y Fo2dzi [t 2NJtt LI SFraS Sy:iSNI asSc

Fig.11Entering data about Project Partners

dddd L7 [ ShowMore Application Form

Welcome test test!

- : Project Summary Project Description Workplan Project Budget Project Budget Overview Attachments
~ Genersl

&) Save As Pdf File

™) Submit Checked Project Partner List

— Number & Title of Project Partner ¢ Country ¢ Abbreviation & Role & View Partner
B) Generated Files No Data Found
B) Project History

2) User Management
) Bookmark Project
) Toggle Tree

2) Contacts

?) Help

+) Exit

» Management
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lon about eactPPshould be filledinThe] t A& | dzi2 Yl GPPBIFff& RSTAYSR |
enter information about the LP and PPs please do the following:
MO LY AyLdzi aSOGAz2y aG[t Kk tté OCATDPMHDU

1 selectrole of the PP in the project (LP or PP) fralrog-down list;
1 insert name of the organisation in its national language;
9 insert name of the department within the organisation (if relevant).
FigR{ SOGA2Y dat N2P2SOG t I NIySNE
Lead Partner 1

Project partner role in the project Title of the organisation in national language
Lead Partner - test partner
242 Characters Remaining
Title of the organisation in English
test partner

9923 Characters Remaining

Depariment of organisation

255 Characters Remaining

HO Ly AyLdzi aSOdAzy a! RRNBaaé Ishamdbe éhSsenlirsnSdrepown listR R NI
using NUTS classification systeflease provide also webpage address (if applicable).

o0 LYy AyLlzi aSOGA2Y aG[S3tft FTYR CAYIFYOALFT LYT2NNI (A
1 select legal status of the PP from a didwn list:

-L¥ [t kt orOsipublio/aatiiofityi pleade select from a didgwn listg regional public authority, national
public authority or local public authority;

1 Specify whether your organisation is entitled to recover VAT based on national legislation for the activitie:
implemented in the project (choose one optieri Y 2 Kk @ SAK LI NI f @ 0 LF 2LIIA:
specify how VAT is going to be recovered. Please specify the VAT number of the organisation.

i if the organisation does not have VAT numbplease untick the box, andpecify another national
identifying numberas well as thaype of identifying number in the next input fielgx: SIRET/SIREN
company registration, charity registratian

no Ly AyLldzi aSOGAZ2Y [ Brdhatttletails Sflti & gadisation alithofsed repiesadaiive T &
AdSd GKS LISNEZ2Y FdziK2NRARASR G2 02 Y YiailladdteNstelgplhode) andid y ¢
Ay Lizi aSOGA2Y at N22SOG [/ 22 NRAYI ( haid, i.eLihebidckrRipleraetiyigh | C
the project (name, last name;mail address, telephone).

poO Ly AyLdzi asSOiAzy G9ELISNASYyOSa 2F tI NIYySNE LX
competences and experiences relevant for the project.

LY Ay Llzi aSOlAz2zy a.SySFAi(é¢ LX SIFHaS RSaONRoOS (K
70 LYy AyLdzi aSO0A2Y GhiKSNJ LYGSNyradAazylrt tNR2SOGa
participatingin and/or manging EU cdinanced projects or other international projects.

Important notice:t £ S &S NBYSYOSNI (i2 Ot A0] aG{l @S¢ odzitz2y G2

3NUTS stands fdomenclature of Territorial Units for Statistiesd refers to geographical areas used for gathering statistics by the European
Union. The full list of NUTS3 areas in the programmebeafiound in Guidance Note 3 of tiRgogramme Manual.
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3.1.3 Project Description

This section provides information on project contexd¢vance and strategy) and cooperation character which will
be assessed duririge quality assessment accordingttte strategic criteria. Detailed information abbihne quality
assessment criteria can be foumdGuidance Note 5 of thErogrammeVianual.

3.1.3.1 Project Relevance

Common Territorial Challenge
Project Challenges and Approach
CrossBorder added value

1 Value for money

= =4 =4

Important notice:t £ S &S NBYSYOSNI (i2 Ot A0] aG{l @S¢ odziGz2y G2

3.1.3.2 Project Focus

Thesusd SOGA2Y Gt N22SO0 C20dzaé¢ LINBaSyida G§KS fihg bliowWagSy G
elements
1 ProjectYecific Objective
Programme Specific Objective

1
1 Projectmainresults
1 Programme result indicator

Please also provide information about the letegm strategy of the project:
9 Durability of project main outputs

1 Transferability of project main outputs

For more information on the programme intervention logic, please consult Guidance Note 2Rfaiipe@mme
Manual.

3.1.3.3 Project Context
Information provded insubd SOG A2y &t N22SOG /2y (iSEGE 6Aff 0S5 dzaSR
f E

ONRGSNRALE at Ne2SOGQa O2yGSEG 6 NBt SEolmb@ Setall ohfhesa éritddiaji S
please consult Guidance Note 5 of theogramme Manual.

To fill in the sukit $ O (Pkofegf Cantext LI S 88 R2 (KS F2ff26Ay3Y

1) SpecifyA Y F2 NX | G A 2y A Wideil ftr&egidsyahddadliest A 88 RRB8aONAOGAY I LINR ¢
European/national/regional/local strategies and policies, in particular, those concerning the project or Programme
Area.

2)SpeciffA Y F2 NXY I A 2y ASynergiésS oA8y LBd3(a OMNM AR/ Acst r KusrentRJ\arRI NHek S &
projects or initiatives the project makes use of. Please describe what added value the current project would brin
to any previously funded projects.
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LISOA T& Ay Tlddddon af grafeyt adtivitiesdzio &l #i&NETS kodes for the relevant areas of
rogramme AreaPlease alsindicate if any of the activities will be implemented outside of the Programme
rea?If yes please explain why it would not be possible to do it within the FCE area

3.1.3.4 HorizontaPrinciples

Please enterthesub SOGA2Y €1 2NAT 2y 4L f t NAYyOALX Sa4¢ YR AYRAO
negative impact on each horizontal principle and justify the choice in the description area.

All projects supported by the Programme have to be in line with horizontal principles:
1) Sustainablelevelopment;
2) Equalopportunities and nordiscrimination;

3) Equalitybetween men and women.

3.1.4 Work Plan

TheS OG A2y & 3els b thettifdling 6f the project activity, broken down\Wprk Package Information
LINBaSyiSR Ay GKA&a aSOlAizy oAaff oS FdaaSaaSR | O02NR
objectives, results and project main quits,¢ and also as a part of the operational criteffa2 NJ aal y I 3§
G/ 2YYdzyAOIF A2y Zé YR Ga22N]J LXFyé aSOGA2yad C2NJ Y2 NE
5 of theProgramme Manual.

Please consider some useful tips for the preparation of the work plan:

1 Planthe activities in a logical way and in chronological order.

1 Evaluatethe time needed to carry out all the activities.

1 Plan time generoug in thecase of data comparison or harmonisation processes; partnerships require a lot
of time to agree on the details.

1 Beaware that reporting and communication take time

1 Includeactivities that foster further use of the project main outputs or congétian of the project work.

Before preparing the work plan please be familiar wita followingdefinitions:

Work PackagéWP)¢ a group of activities defined in the work plarhe programme requires 2 mandatofyork
Package(Managemeni{WPM) and Communicatio(WPQ), and then partners define the substantive activities of
their project In addition, there is a WIR, which should contain details of the Project Preparation. For more details
on Work Package please consult Guidance Note 3 of lr@gramme Manual.

Project activitiesq specific tasks planned by thd>PFs in order to reach the deliverables. Each WP (except WP
Gt NB LI NI ( ki adtivitlesi Aciviied haRe to lead to the development of one or more project main
outputs.

Project deliverables; the physical evidence of what has been produced through an activity or as the physical
evidence/support of the project main output #t was produced through an activity. Project deliverables are not
NEIljdzSAGSR (G2 0SS ALISOATASR F2NJ 2t Gt NBLINFGA2YyEé D
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ain outputsg the outcomes obtained following the implementation of project activities. Each project
output should be capturedyba Programme Output Indicator and should directly contribute to the
chievement of the project result.

Target groupg individuals and/or organisations directly positively affected by the project main outphey do
not necessarily recee&/Programme funthg or even be directly involved in the projectThe target groups may
exploit project main outputs for their own benefit.

Please note that the Programme developedl@ssary of terms

3.1.4.1Work Packageist

The first subd S O {WakyPackagg A a i ¢ LINBaSyida 'y 20SNBASg 27F | ff
implementation (as a Gantt chdytvith displayed project main outputs, acities and deliverables (Fi@)L

FHg.13 Work Packagé.ist

Work Package List

Create Preparation +

MANAGEMENT No Warkpackages Defined

Management New Implementation ©) | New Investment Q Create Communication

Apr.2016 Apr.2016 +)

Timeline

April 2016

May 2016
Sun1 Maon 2 Tue3 Wed 4

Thu 28 Fri29 Sar 30

WP M: Project Management (Management)

¥ Show Activities ¥ Show Deliverables

There are five different types of WPs to be used by the project for activities planning:

0) WP PPreparatian ¢ mandatoty for all projectsl per project

1) WP MManagement¢ mandatoryfor all projects1 per project

2) WP Timplementation ¢ mandatoryfor all projects A maximum of 5 per project is allowed by the Programme.
3) WP C @mmunication¢ mandatoryfor all projects 1 per project

1 WPPPreparation

CKS 2t at NBLINFGA2YE Aa Yl yRLI (rath®cosk ohé pail® &SRdgamme g K
i.e.a lump sum of EUR 3MO (ERDF efinancing) for preparation of the application

The preparation codump sumwill be paid to the approved projects that have sigr@hnt Offer Lettewith the
MA.

4 Gantt chart illustrates the start and finish dates of the terminal elements and summary elemenpsaject. Terminal elements and
summary elements comprise the work breakdown structure of the project.
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teKS 2t dat NBLI NI GA2yWokbBakagd § 46y 5 SR additiegy NBPR
BLI Ny ix25féaSoyRati S GKFEG GKSNB O2dZ R 68 2yfeée 2yS 2

Please provide a summary description of activities carried out and contribution of each Partner.

Please note that there are specific rules on planning of the preparation costs in the project budget therefore follov
instructions provided insuB SOGABY SHX } RIS G¢ 2F GKAA 3IdZARFYyOSo

Important notice: t £ S &S NBYSYOSNI G2 Ot AO1 a{l @S¢ odzitz2y G2

T WPM Management

2t Gabyl3asSYSydé Aa Yl ysRould @midin the @ebtriptich bf allatiEee 8l&ed %o the v R
management ofthe project Please note that ther&can beonlyone WPM a a l Yy 3SYSy (¢ LISNJ LIN

ToentertheWMdaal yI 3SYSy (¢ LI SNokBackhgflirASND £¢a S GURA 20fF AGO1 2y &
Exy A480GA2y édal yt3aSYSy

Project management is a mandatowork Packagéor all projectsand is automatically set as VWWPClick on the
Work Packagéo insert its contents. Defin¢ghe responsible partner for thi$Vork Packagand indicate other
LI NI YySNRa Ay@2t gSYSy il Ay Aldo

Give a ammary descriptiorof the activities and partner contributions related to th€ork Packagevescrine how
the management on the strategic and operational level will be carried out in the project, specifically:

w Structure responsibilities and proceduresrfthe dayto-day management and eordination;

w Nameand background of the management team (project, finance & communication officer)
w Communicatiorwithin the partnership;

w Reportingand evaluation procedures;

w Riskand quality management;

w Procedureand planning for the selection of the ELC

w Arrangementglanned for all Partners to attend training.

Describe activities, their start and end dates in this WP, as well as the deliverables and their target values (i.
guantification). Please note thataeh activity must have a deérable. We recommend you do nbavea large
number of deliverables under one activity. We instead advise that you split the activity into separate activities witl
a smaller number of deliverabld3escribe bw PR aregoing b meet organisational, nationahd EU procurement
requirements (if applicable).

Important notice: Please note that there are no automatic checks on the dates entered, therefoeeadvise you
to check that they are correct before submission.

Important notice:t £ S A4S NBYSYOSNI G2 Ot A0l a{l @S¢ odzitzy G2

T WPs Timplementation

TheseWork packages set out the substantive work of the project. It is possible to have Sipntplementation
Work Packagedepending on how many elements make up your projéstP T1 to T5).

The Interreg VA France (Channel) England Programeodiranced by European Regional Development Funds

Page20of 54



iterreg

Channel
Manche

EUROPEAN UNION

France ( ) England

step is to inpuhe title of the WP gndo select theresponsible partnefrom the dropdown listin the WP
ary boxpN2E A RS 'y SELX Yyl GA2y 2y (KSumndarWNdnyhs WR end iksy O :
jectives.

All Output Indicatos are linNK R G2 G KS t NP JdjeLtivey o theiquipi® Ddicatds (seehbelow).
Describe what the main outputs of tMork Packagare, andselectthe indicator(s) that you will use to follow how
the output is being achievedRemember that you should onlgelectthe Output Indicator(s) of your chosen
Specific @jectives,and not the indicators from otheProgrammeSpecific @jectives.Selectthe relevant Output
Indicator(s) in the samevay depending on which Programme Specific Objective your project contributes to.

WP Implementation T1

ill Pariners be isvaclved (who wilt do what). * Phase 2 s

If yourWork Packag& & Y2 NB GKIFy 2yS 2dzillziz GKS 2GKSNJ 2 dzi L
bottom of the main ouputs section.

Thefields forrelating to theOutput (Title, Descriptionand Outputindicator of Chosen Specific Objective) are
automatically created for evetyWork PackageHll these sections ifior eachWork Packagthat contributes to the
ProgrammeOutput Indicatos. If a Work Packageoesnot directly contribute toone of the Output Indicatgrthe
fields should be used using tihedz(i 1 2 y WwS.®2 @S h dzii Lidzi

If two Work Packageare contributing to the samgpecificOutput Indicator indicate it only in one of th&Vork
Packags as this indicator will be calculated automatically adding uPuaiput Indicatos form allWork Package

So for example, if each WP is a component part of a product that counts for 1 Output, then onlif entere WP.
However, if each WP is independently contributing to the outputs, then the relevant contribution should be
indicated in each WP

Next cefine the target groups that will use the main outputs either by choosing the relevant one(s) from the
dropdown menu or manually writing the name(s) of your target grouxishe Target Groups section. This is done
only once peiWork Package
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inal step iso fill out the activities and deliverables and describe thesn Implementation WP can have a
aximum of 5 activities Give also their start and end dates as well as target values. You can add activities ani
deliverables if relevant to the implementation activity. Please note that each activity must dtaleast 1
deliverable. It ipossibleto have multipledeliverableshoweverg S g2 dzft R NBEO2YYSy R (KU
a large amount of deliverablashder one activity, but rather to split the activity into separate activities with a
smaller number otieliverables.

Remember to use theelevant boxes to éscribe lmw PP are going to meet organisational, natiorsald EU
procurement requirements (if applicable).

Important notice: Please note that there are no automatic checks on the dates entered, therefore we advise you
to check that they are correct before submission.

Important notice:t £ S &S NBYSYOSNI (i2 Ot A0] aG{l @S¢ odziGz2y G2

1 WPCCommunication

First define the responsible partner(s) for the Work PackBgevide an explanationont® LJ- NIy SNE Q A
in it. Give a summary of the WP and its objectives.

In this section dscribe how the communication will be carried out in the project, i.e. what the communication
strategy is.

Ensure that you describe activities, their start and end dates in this WP, as well as the deliverables and their tarc
values (i.e. quantification). Please note that each activity must have a deliverable. We recommend thaingbu
have a large numberfaeliverables under one activity. We advise instead to split the activity into separate activities
with a smaller number of deliverableBescribe bw PR are going to meet organisational, natioreald EU
procurement requirements (if applicable).

3.1.4.2Target groups

CKAAd aSOlA2y LINPOARSa 20SNBASg 27F KS (dmeyE ridovidd NP
description of each target group and quantify it. The target value sheildct individuals and/or organisations
directly positivelyaffected by the project main outputs. They do not necessarily receiving Programme funding anc
even be directly involved in the project, the target groups may exploit project main outputs for theibemefit.
Thetargets groups relevant for the Programraee the following:
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in category Examples Sub category Measurement
unit

local public authority | municipality, etc. [number of
organisations]

regional publig regional council, etc. [number of
authority organisations]

3 | national public ministry, etc. it gsr of
authority organisations]

4 | sectoral agency local or regional development agenc [number of

. organisations]
environmental agency, energy agen

employment agency, etc.
5 | infrastructure and public transport, utility company [number of
(public) service provide (water supply, electricity supply organisations]
sewage, gas, waste collection, et
airport, port, railway, etc.

6 | interest groupg international  organisation, trad [number of
including NGOs union, foundation, charity, voluntar organisations]
association, club, etc.
7 | higher education an(¢ university faculty, college, resear [number of
research institution, RTD facility, researc SgEsEierE]
cluster, etc.
8 | education/training primary, secondary, preschool, [number of
centre and school vocational training, etc. organisations]
9 | enterprise [number of
enterprises]

10 | SME micro, small, medium [number of SME]
11 | business suppor, chamber of commerce, chamber [number of
organisation trade and crafts, businesscubator or organisations]

innovation centre, business cluste
etc.
12 | International under national law, under internationg 1) International [number of
organisation, EEIG law organisation unde| °"9amsatons]
national law
2) International
organisation unde|
internationallaw
13 | General public [number of people]

14 | Other

3.14.3ReportingPeriods

Before filling in the budgetplease enter the sectiond 5 STA Y Sé t BANRA2 K& NBLIRZ2 NI Ay 3 LI
(Fig.14. As a Programmmile, 6 months reporting periods should be indicate®lease note that reporting periods
have to be specified manually by choosing dates on the calendar. To add or remove reporting periods, please cl
0dzii 2y a awS Y Zh@ @gortirgy Nateomud® eéseentered manually by adding up to foumonths to

the end of respective reporting periodPlease note that those dates can be amendafier project approval,
before the signatureof the Grant Offer LetterThe JS may request that they be amended to eresthat it has

the capacity to process claims in a timely manner.
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Fig.}4 Define Periods

PERIOD 0 (0 MONTHS 1 DAY)

10.01.2017 10.01.2017 09.01.2019

PROJECTSTART (01.01.2017)

PERIOD 1 (6 MONTHS 0 DAYS)

PERIOD 2 (6 MONTHS 0 DAY S)

PERIOD 3 (6 MONTHS 0 DAYS)

PERIOD 4 (6 MONTHS 0 DAYS)

PROJECT END (31.12.2018)

Please note that all periods should cover 6 months, with the exception of Period 0 which covers the preparatio
phase and Period x which covers the project end date. Peristh& last period of the project, start at the end of
project implementation phae and last 3 months maximum (as indicated in the Grant Offer Letter).
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3.15Project Budget

Important notice: Prior to filling in the project budget on eMS, you must fillthea SOG A2y &t | NIy S
PP organisation data should be entered) atiit 8 SOG A2y a5SFAYS t SNA2Ra¢ 27F I
you will not be able to access the budget.

In this sectionyou must planthe budget for implementation of project activities. Informationgsented in this
section of theAFwill be assessed dyfid  ljdzl f A& | daSaavySyid [ OO02NRAy3I G2
Before preparing the project budgetve strongly advise that yoread the Guidance Note 8fadhe Programme
Manual.

Please consider some useful tips for the preparation of the project budget:

1 Berealistic; check real costs.

f Projectbudget should reflecPRa Q Ay @2t gSYSyid Ay GKS FOGAGAGASE
1 Beaware that budgeting takes time therefore start early enough.

1 Realistiapproach to the inevitable delays at project start.

A workingdocument(in excel formathas been published by the Programme in order ttply@uto draft your
budge, and is available from the downloadable documents tabwfProgramme website

TheR2 OdzYSy i aSa{ gt NB2SOi . dzR Wiseiethe falldwin@@oetthfdr@aiondst a S @
requested:

-the name of each Partner, starting with the Lead Partner

-the total planned budget for each Partner per WP and per BL

-the cofinancing rate for that Partner (each cell is limited to a maximum of 69%).
-the amount of contributions that will be private/public

-the details on external matefunding and project revenuit is possible for ach PRo fill in its personal budget in
eMSby its own. In order to do this, the lneeds toassign maodification rights f@ach PP (see instructions in section
HdPo a! &SN altis/up B $epdigd gardndrshipto decide whether each PP fillsits personal budget
or the LP will fill in budgets for each PP on behalf of all partnerBléase bear in mind that granting modification
access allows PPs to amend any part of the application.

. 2dz OF y 3S (budg& @sndniwoivays (Fithx a
MO 9Y GOSN aSOGA2Y datF NIYySN) . dzRISGé¢ FyR Ot A01 2y GKS
HO 9YGSNI aSOGA2Y datF NIYySNI . dzRIS{ ePittheRst DPP5.0]1 2y &5 S
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France ( f,'g?:‘c?fe' ) England

Fig.5 Access to ProjectiPNIi Yy SN & 06 dzR3IS i
Partner List

Number ¢ Title of Project Partner ¢ Country ¢ Abbreviation ¢ Role ¢ Budget

o Define
Lead Budget
1 test partner LIETUVA LP_1

Partner - Define

=/ Contribution

Define

q Budget
2 project partner 2 LIETUVA PP_2 Project

Partner - Derne

=/ Contribution

Important notice: On the top of section with LFPRQ & 6 dzR 3 S $eleétthedaseoiiftat Batesc tick the box
G. dzRIS G Tt I16)iIf thiklisin@ Sekected iCviilldeddvio errors within the budget.

Fig.16 Budget flat rates

Budget For Project Partner 1 - test partner (LP)

Budget flat rates

Budger flat rate

v

&) Recalculate budget

After that, eMSwill inform you that sukbudget lines for which the flat ratesaapplied will be hidden (FigrL

Fig.I7 Message about flat rates

Attention

Existing Sub-budgetiines under the relevant BL will be
deleted

¢CKSy>s GKS Ffrd NIGS F2NJ . [ ahT¥seeSed wifheRatel oRIS% Fidg. (0 NI
Please do not change the rate because it is defined for all projeletsre information in the Guidance N® 8 of
the Programme Manual.
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Fig18 Settingflat rates

Budget flatrates

Budget Flat rate

v
Flatrate Staff

Flatrate BL2 *
21| 1500% .

(®) Recalcuiate Budget

LT &2dz g2dA R tA1S (G2 OK22aS Fil K NS érked m@AE, GHich i#set Oz
for all projects and cannot be changed.

~

Important notice: ¢ KS 6 2 E & Chiad-taibdicke8 beforfe mpgutting any data in the budget.

Important notice: ¢ KS NI (S 2 FhastClhe 15VNIfidiSE . [ H £

Detailed information about planning stadfe presenteelow:
Figl19 Expenditure categories per WPs

wopwpg  wpnwpy R ) e 0Ty S PT WP C-Wh2
Preparation  Management RN f SoNe— = PP Communication
r ¢ ] i a——

Budget Line »

BLY Staffcosts () 0MG €0 () €000 (7) £000 (7) £000 (7 £000 ()

7) €000 (7) €D (5) €00 () €00 ) €0m () €000 )

7 € eom () €0 ;) €000 () €2400000 () €00 ;) ¢
SR ey €000 300000 £000 €000 £360000 €000 000 €2025000

administration

BL3 Travel and

S 7)) E000 () £3200000 () £000 (7) £000 ( €000 (7 £000 () £000 ()
(7)€ ) €000 (7) €000 () €000 () £000 (3) €000 () €000 (7)  €20000

BL4 External expertise o . an o . o -

Syl 7) €000 () €10200000 () €000 (3) €000 (7 €000 (7 €000 () €000 ()
7 £000 () €000 (7 £000 () £000 () £000 ( £000 () £000 () £75.00000 ERSTI00000
2 S0 € () £000 () €000 (7) €240000000 (7) £000 () €000 () 0

BLS Equipment

BLS

Investment

Net Revenue

Entering costs

0

Qickonicon “* for the WPand BLunder which costs shall be plannedouwill see another popup window in
which you should enterdetailed information about thecosts (Fig.Q). Please be aware that there is a slightly
different interface for BL1, staff costs, which is further explained in the relevant section of this manual.
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t notice: Pleasedo not enter anybudgetinthe A NE G O2f dzYy &%t ( KSBEI Q2 &4 2
e preparation cost lump sum.

Fig20 Entering costs

ST Y RS JA% ) COUN YNy S VSO Bt Y\ WD A S ae DA Evariim b e st S -6 m e
Update Work Package Budget For 'WP M - WP1 Management' - '‘BL4 External expertise and services X

A Syue x
N/A please do not fill in the below b Totwaf Description s
4~
A Syve x

Important notice: Due to technical reasons] KS 62 ESa dzy RSNJ 6 KS 02t dzYgfig.20b K !
must remain empty. ItiK 2 6 SOSNJ O2 YLJdzt a2 NB (2 SYGSNI I RSAONRLIIA:z
(last column on the right).

Important notice: Due to technical reasons, the description of costs needs to appear in both language on the
eMScommentbox. Please spegifthe following data:

1) Ininput field étotal € please indicate the total budget for the budget line under Werk Package
20 Ly A \déSodjitionr A B BF &S LINBPOARS | RSAONARLIGAZ2Y 2F GKS

T . [ a{GIFF Ozadiat¢
Staff costs can be planned areported either by:

1) Realcosts method, when real expenditure is reported and justified with the supporting documents; or
2) Flatrate method (206 of total eligible direct costs &fB, whenPPdoes not need to document that
expenditure has been incurreghd paid.

It is possible to choosdifferent staff costs reporting method for ead?P. A project partnership can alehoose to
have one method fothe project.

Important notice: Staff costs reporting method cannot be changed during projenplementation.

o Flat rate

VRPN

L¥ &82dz OK22a&aS G2 lLWXe G4KS Fil & 8B 0 § (afdabieok yhikhiS & 6 .
set for allprojects and cannot be changed (Please see the Guidance Note 8Rifahieamme Manudl If flat rate
method is appliedexpenditures Ay S& OFyy2G 0SS ONBFGSR dzyRSNJ . [ a{ i
calculated.

Important notice: If during the budget preparationphaseyou change method for planning and reporting staff
costs, please pressliuti 2y awS Ol f Gl G S . dzR3IS (¢
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Fig.2l Recalculate budget
Budget flat rates
Budget flat rate

L
Flat rate staff

Flat rate office

«!| 15.00% .,

I ) Recalculate budget I

o0 Real costs
To enter the costs for each project staff member, please click on icoa poprup window will appear (Fig42.
Fig22/ 2aiGa dzyRSNJ . [ a{dFFF O2aidac¢

N/A please do notfill in the below box s Tota? Description

Please enter the following data:

HLY Ay Lidmlé FINSEIIRAS AYRAOI S (gt e indedithevorkiPdeRages i T 2 NJ
20 Ly A déddigtiorF A BJf & &S LINR GA RS |t cdrr&spobasdo L desoyptiod Hox af tieS
Budget Excel working document.

Important notice: You do not need to select any value in the first column dropdown list

T .[ ah¥FFAOS YR ' RYAYAAUGNI GA2YE

LG A& y2i LkRaaroftS (2 SyiSN OzalGauswistrRedld [ [ afbFTFX O
automatically applied Please refer to Guidance Note 8 of theogramme Manudfor further detail.

T . [ a¢NF¥ @St FyR ! O0O2YY2RI(A2YE

.

Presscon ““ to enter detailed information on cas in a popup window: enterdescriptionandtotal costs

Please do not forget to plan travel and accommodation costs for participation in the Programme trainings or event
dzy RSNJ G4 KS 2t dalyl3SySyié¢o

Please be aware that project preparation costs shaldlbe included in BL3 as they are covered by the preparation
cost lump sumThe preparation costs are attributed to the LP budget.
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LA9EGSNY It 9ELISNIA&EZS YR { SNBAOSA¢

Press icor “* to enter detailed information on costs in a pap window:enter descripion andtotal costs

Important notice: Please notethatf O2ada TFT2NJ tta AKEGSNPSt LIBEWERBRA dz
with the exception of the FLC checks being carried out by internal audit services for British universities or British
2OFf FdzikK2NRGASEAD LYy GKA&A OFaSz C[/ AyaSNyrt O2ai:

T . [ &9ljdzA LIYSy ¢

Press icor “* to enter detailed information on costs in a payp window:enter descriptionandtotal costs

A description of equipmenitemsand specificationmust be provided within the WRss description of deliverable.

f BLALY TN &GNHzOGdzNB FyR 22NJ &¢é

.

Presscon ““ to enter detailed information on costs in a payp window:enter descriptionandtotal costs

T abSi wS@SydzS¢
Incasei KS LINRP2SOG A& SELISOGSR G2 3ISYySNIiGS NB@SydsSz
wS@SydzSéd {Ay3fS 3AINBIFIGSR FY2dzyd A& (2 068 AyOf dz

Please carefully read information about revenue generaiio@uidane Note 10of the Programme Manual.

5STAYAYI LI NIYySNRa O2yiNROdziAz2y
ttSIFasS SyGSNI aSOiAz2zy at | NIySNI . dzR3I S ¢ PRinfHe listofPRO | 2y

FigoB5 STAYAY3I LI NIYySNRa O2yiNROdzGAZ2Y AY t | |

Partner List

Number

Name & Nationality ¢ Abbreviation ¢ Role ¢ Budget

Define
Budget

1 test partner CESKA REPUBLIKA LP_1 P
Define

=" Contribution

Defing
Budget
PP

2 test partner 2 LIETUVA PP_2
o Define
=" Contribution

Ly aSOlAz2y a5STFAYS /2yiNROdziA2Yy ¢ 0la SR d2 shedkidvEoESR
the projectbudget by ERDF dmancing (maximum 69%), €mancing (3%) and total eligible budget.

The Interreg VA France (Channel) England Programeodiranced by European Regional Development Funds

Page300of 54


https://interreg5a-fce.eu/assets/downloads/programme-manual/EN/Programme-Manual.pdf

interreg H

Channel

France ( Manche

) England

t notice: Pleaseensure you enter the amount of contributiocalculated by eMS (fig4.

Fig.21 Partnercontribution

Partner Contribution

Partner Contribution Rate
Amount Cofinancing rate
Program Cofinancing €000 69,00 %
Partner Contribution €0,00
Partner Total Eligible Budget £0,00
Source of Contribution
Contribution Soairce Legal Status’ % of Total Partner Contribution
Conseil départemental du public 0,00 %
Sub Total Public Contribution 0,00 %
Sub Total Private Contribution 0,00 %
Total

Total Target Value

Total Public Expenditure

In Kind Contribution
In Kind Contribution Inciuded

No | »

Total Amount s

3.1.6 Project Budget Overview

The overall project budget entered at parti@ f S @S f

Options s
Amount
+_ Create Partner Contribution

€0,00

£0,00

€0,00
£0.00

000
€000

~r 4

Oy aNPESOHW A \¥izRASCGI hIS N

There are different tables generated automaticatishowthe project budget frondifferent perspective

T

= =4 =4 4 -8 A

Project budget summary

Project budget overview pd?Pgper budget lines
Project budget overview per budget lines

Project budget overview pd?Fs in WPs

Project budget overview in WPs

Project budget overview in WPs and budget lines
Project budget overvieweqry budget lines
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In this sectioryoumust upload annexes according to Guidance Note 4 oPtlogiramme Manual.

The Mandatory attachmedn are:

w

egeegee

Annex 1: De Minimis Form (for each PP)

Annex 2: Description of project Investment (if any)

Draft Partnership Agreement

Letters of Engagement (In case of external mdtoiding or shared costs)

Letters of Intent and organisation chaffer each PP)

For organisations which are private sector (including charities), a copy of the last three years o
accounts must be provided

Important notice: Please be aware that if any of the above mandatory attachments is missing when submitting,

the project will bedeclared ineligible.

Additional attachments:

w Covering Letter

¢ 2
hy O

dzLJX 2+ R FyYySES&T dzy RSNJ G6KS a4l

S

Gatr
G§KS R2O0dzySyida | NB dzLJ 21 RSRX &l

M O
=<
ISP

K
dk

3.1.7.1Annex 1De Minimis Form (for each PP)

You are asked to complete this declaration of previous State aid received under the De Minimis rule

The Annex 1: De Minimis Form is available onRlEmyramme website

The declaration must be signed byegal representative of the partneA legal representative must be a person
who has the authority to commit their organisation to take part in the project.

3.1.7.2 Annex ZDescripion of project Investment (if any)

If you foresee investment for the project, you will be asked the following questions:

w

€ e €E€EE

Description

Justification

Location

Risk associated with the investment
Investment documentation
Ownership

Further instruction aregjiven directly on the annex.
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ex 2: Description of project Investment is available oRthgramme website

lease fill this annex as many time as needed. All the sexteds to be filled in for each investment.

Once completed, please convert the document into PDF (meng &lexport ») andupload it oneMSunder the
GFro alraidl OKYSyGaé o

3.1.7.3Draft Partnership Agreement

The Draft Partnership Agreement should irtt# provision on shared cost calculation methodology (if applicable),
Intellectual property rights (if applicable) and preparation cost lump sum partner allocation.

The final signed Partnership Agreement should be presented to the Managing Authoritthafteroject approval
and before the Grant Offer Letter can be signed.

The Partnership Agreement template on theogramme website

Once completed, please convert the docurhério PDF (menu file « export ») and upload it oaMSunder the
Gro &rdiarOKYSydaso

3.1.7.4 Letter of Engagement

If there isexternal matcHunding in the project budget signed Letters of Engagement for each organisation
contributing to the project.

This also apsto Project Partners in case of shared costs. The Letter of Engagement is a commitment to suppo
the Programme activities and verifies that the organisation is willing to commit financially to the project.

The amounts reported in thetier mustcorrespondexactlyto the amounts stated in the ABnd must be indicated
in Euro

The Letter of Engagement template is availablétenProgramme website

The Lettes of Engagement must be signedalegal representative of therganisation providing funding to the
project.

3.1.7.5 Letter of intentf¢r each PP)

The Letter of Intent template is available on theogramme website
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3.1.7.6 Accounts

For organisations which are private sector (including charities), a copy of the last three years of accounts must |
provided. If the organisation in question is less than three yearsatildvailable accounts should be provided,
including draft accounts if a full years set of accounts is not available.

3.1.7.7 Covering Letter

The recommendations made by the Selection Sub Committee in relation to the Intervention Logic Outline shoul
be addressed throughout the Application Form. However, in some cases, it may be difficult to address some «
them in the AF, specifically when responding to the recommendations which require the partners to give detail
on:

1 Something which does not directtglate to the future implementation of the project, such as difficulties
met during the preparation phase ;

1 Misunderstandings of the meaning of an element of the Intervention Logic Outline ;

Issues related to State Aid or Revenue.

1 How private sector partns will fund their participation in the project, taking into account both the match
funding and the need to cover the project cash flow. If the source of funds is external then a correspondin
letter of engagement indicating this amount must be includédisk of overdraft or similar facilities are
planned which are not the companies own funds, evidence of these facilities should be provided.

=

In these cases, the applicants may write a covering letter to address the issues mentioned above. The coveri
letter is not a compulsory annexe of the AF, with the exception of a statement on how private sector partners wi
fund their participation (if applicable). It may not be longer than 2 pages, apart from sections which deal with the
issues on State Aid or Reuen For these sections partners may use as many pages as necessary to fully explain tt
issues. The covering letter must be submitted in both English and French.

Submitting theApplication Form

When theApplication Fornis completed please generate it BdfF A f S 6 Of A O1 2y PIECTAlf SEA
GKSyYy 2Ly aDSy SNI (ApRicaffon FoBrnd ca@fullydhéck viihetiedall manda®ry fields are
filled, correct information is presented and required annexes @rloaded Please remember thaeMSdoes not
check correctness of entered information as well as whether all fields are filled in.

After havingchecked the application, it has to be submitted to the JS. To submipipéication Fornfirstly click
on thebutton dCheck applicatio# (fig.25)
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Fig25 Check application

Project Overview Partners
e SAVE

Attachments Attachmenis .

= General

A.1 Project Overview
A.1.1 Project Identification

& Save As PdfFile
(@) Check Application

Programme Priarity &

8) Generated Files Support innovation in order to address the ecor ~
¢! Project History _
Project Acronym &
# ) Attachments
-
im

Modification Request

1]

User Management
P'FASNI GKIF G 2y (GKS SubniitChedkad®P®jetvds y dz Of A 01 odzid2y «a

Fig26 Submit Checked Project

Project Summary Partner
0 SAVE

Project Summary

Project Identification

= General

&) Save As PdfFile

™) Submit Checked Project Programme priority *

Support to labour mobility and employment

B Generated Files Project acronym *

After submission othe application youwill receive an emailith confirmation that the application has been
submitted.A signedelectronicversion of theApplication Formthen needs to be sent to JS withworking days

after date of submission oreMS To produce this version, you should go back into the pradter submission,
FyR aSt SO0z a{l @S Ia t5C FTAE{SdPeé ¢KA&A oAff LINRBRAzOS
on the front page.

Important notice: Signed electronic versions of a Draft Application Form will not be accepted! The d?Iite
application should be printed after project submission on eMS. Btatementd & dzo YA § 6§ SR LINR 2 SO
on the PDF extraction.
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croProject

In order to apply for a Micréroject, you need to register to eMBlease do so by following the guidance provided
in section2.1.

You are also invited to read carefully the Guidance Note 14, which psodédails on the MicreProject scheme.
The documents available on th€rogramme website

Please ensure your organisation is eligible under the MRraject scheme.

4.1 MicreProject Call

2y a1l RR

Once connected to eMS, in order to create your ApplicalchNY = LJ S 1
Yy RS OPmRj&ct. 6 KS (K

A =

a
dae tNre2SOlaé¢d CNRY (KAa LI IS @&2dz O

Fig27 Applying for the MicreProject call for proposals

Calls
First Phas
Name ¢ Start date % Dea-w'pr?:f End date ¢ Description ¢
AR Attachments
Call4 0307.2016 06.10.2018 26.09.2018 l’h Apply
Call for Micro Projects 06.01.2017 04.05.2017 ‘,@,‘ Apply

Important notice: Please note that you cannly completethe Application Form if the call for proposals is open.

4.2 MicroeProject Application Form

An offline template (in word format) of the Mic#Broject Application Form (MAF) is available onfhegramme
website

The MAF consists of the following sections and subsections which have to be filled in:
The sections apg@ on the top of the interface.

When clicking on a subsection, the questioakated to this subsection appear on the screen.
The below tree is structured using the following rationale:

w Section
0 Subsection
w Question
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icro-Project Overview
w Micro-Project Identification
w Micro-Project Summary
1 Partner
1 Micro-Project Description
o Micro-Project Relevance
w Contribution to the Programme Specific Objectives
w Need and Demand
w CrossBorder Addeevalue
0 Micro-Project Focus
w Programme Priority Specific Objective
w Micro-Project Specific Objective
w Programme Result Indicator
w Micro-Project Main Results
0 Micro-Project Context
w Synergies
w Sustainability / Durability
w Location of project activities
0 Horizontal Principles
w Sustainable development
w Equal opportunities and nediscrimination
w Equality between men and women
1 Work Plan
0 Work Packagéist
w WP P Preparation
w WP M Management
«w WP T Implementation
o Target Groups
0 Reporting Periods
1 Micro-Project Budget
o Micro-Project budget per period
0 Partner Budget
1 Micro-Project Budget Overview
1 Attachments
o De Minimis Form (for each PP)
Draft Partnership Agreement
Letters of Engagement (In case of external mdteiding or shared costs)
Letters of Intent and organisation chailfer each PP)
Acopy of the last three years of accounts must be providedprivate partners)
Covering Letter

O O O O O

The Interreg VA France (Channel) England Programeodiranced by European Regional Development Funds

Page37of 54



interreg H

Channel

Manche ) England

France (

4.2.1 MicreProject Overview

lease refer to sectiod.1.1
Please note that the project duration cannot exceed 27 months (24 + 3 for closure).

Important noticect £ S &S NBYSY0SNI (i2 Of ddath enterfed, @h@rivisedataiwillbe/losil 2

4.2.2 MicreProject Partner

Please refer to sectioh.1.2t f S &S y23GS GKIG GKS [[dzSaidAz2y NBfojed SR

4.2.3 MicreProjectDescription
4.2.3.1Micro-Project Relevance

1) Contribution to the Programme Specific Objectives
2)Need and Demand

3) GossBorder added value

Fig28 Please do not fill in this boxes

Important notice: On the interface,pleasedo not completed 2 ES& 6K S
aL/ wh twhwo/ ¢{¢ 2g20)KS (2L 2F (GKS

(@]}
<
>
c
>
Qx
>
<
Py
>
@]
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