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Module Methodology

Some theory! Learning by doing!

DAY 2. ProposalStage Coaching

Proposaltemplatesandevaluationcriteria Group exercise. Design a matrix to analyse templates

Howtocoachparticipantswiththeimplementationsection
Group exercise: Design a guide for the implementation section

Analyzetwo case studies 

How to coach participants with the budget
Exercise 1: Analyse a budget

Exercise 2: Prepare a budget

How to coach participants with the section 4 Group exercise: Design a guide for the section 4

IPR as participant -

Administrative support to participant whenregistertheirOrganizations Surfing the Funding and Tenders Portal
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Module

09:00 ï11:00

PROPOSALTEMPLATEANDEVALUATIONCRITERIA

¶ Proposaltemplates

¶ What are the main differencesbetweencoordinatorand

partner?

¶ Whatdoexpectcoordinatorfrompartners?

¶ Keyconceptsasapartner

11:00 ð11:30 COFFEE BREAK

11:30 ï14:00

COACHPARTNESWITHTHEIMPLEMENTATIONSECTION

¶ Keyconceptsasapartner

¶ Guidesforsupportingparticipants

¶ NCPasevaluators

13:00 ï14:00 LUNCH BREAK

14:00 ï15:15

COACHPARTICIPANTSWITHTHEBUDGETPREPARATION

¶ Keyconceptsasapartner

¶ Templateforbudgetpreparation

¶ NCPasevaluators

15:15 ð15:45 COFFEE BREAK

15:45 ï16:15
CoachparticipantswiththeSection4

¶ Keyconceptsasapartner

16:15 ï16:45
IPRasaparticipant

¶ Keyconceptsasapartner

16:45-17:00

Administrativesupport

¶ PICnumber

Morning Afternoon
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What are the main difference between a coordinator and a partner?

SESSION 1. PROPOSAL TEMPLATE AND EVALUATION CRITERIA
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1. Eachbeneficiarymust submit their deliverablesto the ECthrough the Fundingand Tendersplatform
after beingrevisedby the Coordinator

2.   Each beneficiary must sign the Grant Agreement 

3.   The EC pays directly to each beneficiary

4.  The coordinator must monitor and consolidate scientific and technical content of periodical reports

5.  The coordinator must revise beneficiaries financial information during reporting (Form C)  

6.  If the beneficiary changes the bank account has to inform first the coordinator and then Project Officer 
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Role and responsibilities of the coordinator (AMGA art. 41.2b)

SESSION 1. PROPOSAL TEMPLATE AND EVALUATION CRITERIA

The coordinator must:
(iύ ƳƻƴƛǘƻǊ ŀƴŘ ŎƻƴǘǊƻƭ ǘƘŜ ǇǊƻƧŜŎǘΩǎ ǿƻǊƪ Ǉƭŀƴ ŀƴŘ ǘƘŀǘ ǘƘŜ ŀŎǘƛƻƴ ƛǎ ƛƳǇƭŜƳŜƴǘŜŘ ǇǊƻǇŜǊƭȅΥ
Å Arrange  consortium meetings and subsequent reporting
Å Gather, monitor and consolidate scientific and technical content of periodical reports
ÅtǊŜǇŀǊŜΣ ƳŀƴŀƎŜ ŀƴŘ ŎƻƻǊŘƛƴŀǘŜ ǇǊƻƧŜŎǘΩǎ ŦƛƴŀƴŎƛŀƭ ŎƘŜŎƪǎ
Å Administration of project resources including budget-related issues
Å/ƻƴǎƻƭƛŘŀǘŜ ǇǊƻƧŜŎǘΩǎ ŘŜƭƛǾŜǊŀōƭŜǎ ŀƴŘ ǊŜǇƻǊǘǎ ŀƴŘ Ƴŀƛƴǘŀƛƴ vǳŀƭƛǘȅ !ǎǎǳǊŀƴŎŜ ƛƴŎƭǳŘƛƴƎ ǎǳōƳƛǎǎƛƻƴ ǘƻ 

the EC
Å Facilitate communication within the consortium on administrative matters
Å Handle outstanding administrative issues like contract amendments
(ii) act as the intermediary for all communications between the beneficiaries and the EC
(iii) request and review any documents or information required by the EC and verify their completeness 
and correctness before passing them on to the EC
(iv) submit the deliverables and reports to the EC
(v) ensure that all payments are made to the other beneficiaries without unjustified delay 
(vi) inform the EC of the amounts paid to each beneficiary, when required under the Agreement or 
requested by the EC

The coordinator may not delegate or subcontract the above-mentioned tasks to any other 
beneficiary or third party (including linked third parties).
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Role and responsibilities of the beneficiary (AMGA art. 41.2a)

SESSION 1. PROPOSAL TEMPLATE AND EVALUATION CRITERIA

Eachbeneficiarymust:
(i) keep information stored in the ParticipantPortal BeneficiaryRegister(via

the electronicexchangesystem)up to date
(ii) inform the coordinatorimmediatelyof anyeventsor circumstanceslikely to

affectsignificantlyor delaythe implementationof the
(iii) submitto the coordinatorin goodtime:
- individual financialstatementsfor itself [and its linked third parties] and, if

required,certificateson the financialstatements
- the dataneededto drawup the technicalreports
- ethics committee opinions and notifications or authorisationsfor activities

raisingethicalissues
- any other documents or information required by the [Agency or the]

Commissionunder the Agreement, unless the Agreement requires the
beneficiary to submit this information directly to the [Agency or the]
Commission.
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Proposal outline

3 main questions to be answered before start the proposal writing  

ω What is the problem that your consortium plans to address? e.g. slow roll out 

of solutions, market barrier to uptake of technology, reluctance to introduce 

energysavingmeasures

ω What do you propose to do to address it? e.g. what activities will you deliver 

and how do you know they will work?

ω What changes will occur as a result of your proposed activity? e.g. demonstrate 

impact linked to energy saving/renewable energy production

SESSION 2. COACH A PARTICIPANT TO WRITE THE IMPLEMENTATION SECTION
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SESSION 1. PROPOSAL TEMPLATE AND EVALUATION CRITERIA

Overview of the proposal structure

ω Part A: summary, partner info, summary budget
ω Part B: detailed description of action
ω Part C: budget: self-calculating form input data
ω Annexes: requestedinformationonly

Section B and link to evaluation criteria
Each section is linked to one of three evaluation Criteria
ω Section1: Excellence
ω Section2: Impact
ω Section3: Implementation
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Where can partners find the proposal template?

SESSION 1. PROPOSAL TEMPLATE AND EVALUATION CRITERIA
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SESSION 1. PROPOSAL TEMPLATE AND EVALUATION CRITERIA
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GROUP 1 GROUP 2 GROUP 3 

Tunis City Hall
Smart city unit

(Sustainabletransport)

Université de Sfax Researcher
Expert in public health

ERC SynergyGrant

Spin-off Unisitéde Jendouba
Big Data

FTI

Let́s support candidates with the calls template!

GROUP 4 

The National Institute of Applied 
Sciences and Technology 

Expert in robotics
FET-Open Innovative approaches to urban and regional 

development through cultural tourism 
TRANSFORMATIONS-04-2019-2020
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SESSION 1. PROPOSAL TEMPLATE AND EVALUATION CRITERIA

Analyzing Proposal templates!
Section 1-3

ωSection1: Excellence

ω Section2: Impact

ω Section3: Implementation

Section4-5

ω Section4: Membersof the consortium

ω Section5: Ethicsand Security

Sections/subsections
Participant 

contribution 
expected

Weighting
Proposal Page 

limit

Section 1.1.
Revision/Input

/Feedback
40%

70

In which sections of the proposal are expected my inputs 
as a partner?

Copyright Research, Technologyand Development, S.L. (Spain)
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SESSION 1. PROPOSAL TEMPLATE AND EVALUATION CRITERIA

In which sections of the proposal are expected my inputs as a partner?

ω Section1: Excellence. 
ü 1.4. Ambition(beyondstateof the art)
ω Section2: Impact. 
ü 2.1. Expectedimpact
ü 2.2a. Disseminationand exploitationof results(IPR) 
ü 2.2b. Communicationactivities.
ω Section3: Implementation
3.1. WP and deliverables. Partnertaskdescriptionand related
deliverables, Gantt chart revision
3.2. Management structure, milestonesand procedures. Table 3.2b) 
criticalriskassociatedto your tasksand contingencyplan.
3.4. Resourcesto be submitted

RIA

Copyright Research, Technologyand Development, S.L. (Spain)
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SESSION 1. PROPOSAL TEMPLATE AND EVALUATION CRITERIA

In which sections of the proposal are expected my inputs as a partner?

ω Section4: Membersof the consortium
ü 4.1. Participants(applicants)
ü 4.2. Third parties involved in the project  (if relevant)
Å Section5: Ethicsand Security (If relevant)

Å BUDGET

Copyright Research, Technologyand Development, S.L. (Spain)
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Module

09:00 ï11:00

PROPOSALTEMPLATEANDEVALUATIONCRITERIA

¶ Proposaltemplates

¶ What are the main differencesbetweencoordinatorand

partner?

¶ Whatdoexpectcoordinatorfrompartners?

¶ Keyconceptsasapartner

11:00 ð11:30 COFFEE BREAK

11:30 ï14:00

COACHPARTNESWITHTHEIMPLEMENTATIONSECTION

¶ Keyconceptsasapartner

¶ Guidesforsupportingparticipants

¶ NCPasevaluators

13:00 ï14:00 LUNCH BREAK

14:00 ï15:15

COACHPARTICIPANTSWITHTHEBUDGETPREPARATION

¶ Keyconceptsasapartner

¶ Templateforbudgetpreparation

¶ NCPasevaluators

15:15 ð15:45 COFFEE BREAK

15:45 ï16:15
CoachparticipantswiththeSection4

¶ Keyconceptsasapartner

16:15 ï16:45
IPRasaparticipant

¶ Keyconceptsasapartner

16:45-17:00

Administrativesupport

¶ PICnumber

Morning Afternoon



www.horizon2020.tn

SESSION 2. COACH A PARTICIPANT TO WRITE THE IMPLEMENTATION SECTION

Copyright Research, Technologyand Development, S.L. (Spain)

3.1 Work plan - Work packages,  deliverables
andmilestones

Åbrief presentation of the overall structure of the work plan;

Å timing of the different work packages and their components  (Gantt chart or
similar);

Ådetailed work description,i.e.:

ï a list of work packages (table3.1a);

ï a description of each work package (table3.1b);

ï a list of major deliverables (table3.1c);

Ågraphical presentation of the components showing how they  inter-relate (Pert 
chart or similar).
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ÅAWPisa logicwork unit within a work plan
Å It has inputs (from another WP or backgrounds) and outputs

(Deliberables)
Å It must be defineda limited numbersof WPdependingof the sizeand

scopeof the project.- Tryto grouptaskswithin andlogicalwork unit

ÅTheWPsaresplitsin taskandsubtaskwith a leaderfor eachtask.

ÅEachWPhasoneor two aimsandproducedeliverables

ÅTheymustbebalanced(similarWorkeffort)

Å It is a must to include Horizontal WPs (whole project timeframe):
Management,Comunication,Exploitation.

ÅThenumberof WPsmustbe relatedto:

ÁThecomplexityof the work

ÁTheoverallvalueof the proposedproject

WORK PACKAGES
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DELIVERABLE

03/05/2018 3.1Workplan

Å It is the tangible outcomeof a work unit (WP, taskand sub-task).
ÅDifferenttypes: report (document, book), software module, hardware 

component, system prototype, data collection of an experiment / survey, 
technical diagram, patent, event, promotional video, web page..

Å Its submission allows to monitor the evolution of the project execution 
(for responsible of the task, WP, the coordinator, the PO and the 
reviewers).

ÅTheycan be public, classified (information as referred to in Commission 
Decision 2001/844/EC) or Confidential, restricted under conditions set 
out in Model Grant Agreement (exploitationinterest). EC expectsseveral
publicdeliverables(Open Access).

ÅA data managementPlan deliverableismandatory.



www.horizon2020.tn

MILESTONE

03/05/2018 3.1Workplan

ÅTheyrepresentmilestonesor project control point: they allow to verify

the achievementof the objectivesinitially established.

Å It is usually associated with a decision making:

ïIf an issue has come out, it should be a time to look for for an 

alternative pathway (planned in the contingency plan).

ïIf it was foreseen in the work plan, it is time to decide which of the 

different technologies / solutions analyzed should be adopted for 

the continuation of the project
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WORK PLAN

1. Objectives

2. Tasks/  

WorkPackages

3. Deliverables

4. Milestones

ACHIEVE 

THROUGH TASK 

DEPLOYMENT

PRODUCE

VERIFY

outcomes

PACKED IN

5.Contingency
plan

CONTROLED BY

DECISION

3.1Workplan

TheWorkPlan has to be detailedenoughto:
Å Justify the proposed effort
Å Allow monitoring of progress in the project

Å
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SEQUENTIAL WORK PLAN

03/05/2018 3.1Workplan

Example 1 PERT
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MATRITIAL WORK PLAN
Example 2 PERT

03/05/2018 3.1Workplan
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ITERATIVE WORK PLAN

03/05/2018 3.1Workplan
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WORK PLAN VERY COMPLEX AND HARD TO UNDERSTAND ARE NO 

RECOMENDED!

Example 3 PERT

03/05/2018 3.1Workplan
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άǘƛƳƛƴƎ of the different work packages and their  
components

ÅAvoidto manyWPsrunning in paralel

ÅBe coherentwith the interdependenceof WPsatated
in WorkPlan

ÅPlan your projectaccordingto available

03/05/2018

GANTTCHART
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WPs and Tasks

WP1. Management and coordination 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24

T1.1. Project Coordination

T1.2. Legal, administrative and financial Management

T1.3. Sub-grant agreetments management

WP2. Simultaneous open-calls prioritization and implementation 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24

T2.1. Selection of challenges

Ideation and prioritation sessions

Immersion sessions

T2.2. Open calls organization & methodological definition

Comminucation toolkit and manual

Open calls platform

Open calls detailed process

T2.3. Call opening and implementation

Coomunication campaign and Open Innovation Days

Reception of proposals

T2.4. Proposals screening, evaluation and selection

Shortlist

Co-creation meetings

Selection Days

WP3. Acceleration cycle: High impact Demonstrators deployment1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24

T3.1. Co-joint analysis of demonstrators scope & Bootcam

T3.2. Sprints, evaluation and final demostration (Demo day)

T3.3. Reaching impact & future commitmets

WP4. Added value services and roadshow to reach large scale 

beyond acceleration cycle
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24

T4.1. Roadshow organization

T4.2. Start up roadshow workshops & networking

T4.3. Service provisioning to awarded projects by clusters

T4.4. Funding leverage for scaling up

European public support

National / Regional public support

Private investment: start-ups, corporates and VC

WP5. European awards for urban mobility 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24

T5.1. Awards organization & methodological definition

T5.2. Awards launch and implementation

T5.3. Evaluation & selection 

T5.4. Annual award event

WP6.  Dissemination, communication, scalability and exploitation 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24

T6.1. Dissemination and communication

Marketing Plan

Project website and social networks

Flyers, presentations and branding

Publications

Events and congresses

T6.2. European ecosystem of innovation clusters in urban mobility

T6.3. Design of EM 2.0

T6.4. Exploitation Plan

TOTAL

Year 1 Year 2

1st edition

1st edition 2nd edition

2nd edition
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Efficient colaborative

Simple Economic and legal security

Must be adapted to the complexity and size of the project

MANAGEMENT STRUCTURE
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MANAGEMENT STRUCTURE


