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Learning Objectives-Purpose of the 

Training

� Provide skills and knowledge to complete 
your Application Form for your project idea 
which is consistent with EU procedures, 
standards and good practice

� Review project design and management 
principles

� Develop deeper knowledge on the formats 
used, the process involved, terminology and 
language



Methodology

� Using the principles of PCM work on your 
own projects with illustrative examples

� Review important points in the Guidelines 
for applicants

� Work on your own budgets with 
illustrative examples
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I. Full Application Form



I. Civil Society in Action 

III Call for Proposals



Objectives of the programme

The overall objective of this project is to 
strengthen the role of civil society in the 
Turkish Cypriot community as well as to 
promote the development of a conducive 
environment for the further development of 
trust, dialogue, co-operation and closer 
relationship between the Turkish Cypriot 
and Greek Cypriot communities as an 
important step towards a solution to the 
Cyprus problem.

Three thematic fields (A,B,C) of equal rank have 
been identified for this call for proposals.



A. Reconciliation and confidence 

building measures

� Proposals must target people-to-people contacts and projects 
involving the Turkish Cypriot and Greek Cypriot 
communities. Areas include, involving culture, economic 
development, social inclusion, social dialogue, academic 
research, etc. 

� Any activity with the potential to bridge the gap between 
the two communities and supporting contacts between 
them will be considered eligible.

� This may also include if appropriate some infrastructure 
investments (e.g. joint cafés or community centres, joint 
project in the field of conservation, revitalisation, renovation
activities of cultural heritage sites, etc.).



Watch out for…

� No hand written applications

� Full Application Form Annex A must be 
filled in with no modifications to the 
format 

� Only Annexes A (Application Form) and B 
(Budget) are sent at this stage

� Don’t miss the deadline: 7 MAY 2009
16:00 hrs



Continued…

� Use your Checklist!!! (Section V) 

� 1 Original and 3 Copies

� Full application form and budget must also 
be supplied in electronic format (CD-Rom) 
in a separate and unique file The 
electronic format must contain exactly 
the same proposal as the paper version. 

� Must include the Checklist (Section V) and 
the Declaration by the Applicant (Section 
VI) in envelope



Where and How to send 

Applications
� If sent by e-mail, the Full Application form must be sent before the 

deadline to elarg-A3-civil-society-III-grant@ec.europa.eu

� If sent in hard copies, the Full Application form must be submitted in a 
sealed envelope by registered mail, private courier service or by hand-
delivery at the address below:

European Commission

DG Enlargement

Task Force - Turkish Cypriot Community 

CHAR 04/005

Central Mail Office

1, Avenue du Bourget

B-1140 Evere



Continued…

� The outer envelope must bear the reference 
number and the title of the call for proposals, 
together with the Field under which the 
application falls (i.e. Field A, B or C), the full 
name and address of the applicant, and the 
words "Not to be opened before the opening 
session" “Açılış Toplantısından Önce Açılmaması
Rica Olunur” and/or “Να µην ανοιχτεί πριν από τη
συνεδρίαση αποσφράγισης".

� Applicants must verify that their application is 
complete using the checklist (section V of the 
grant application form). Incomplete applications 
may be rejected.



Evaluation and Selection Procedures

I.Opening Session and Administrative Check:

� deadline has been respected. 

� Application Form satisfies all the criteria mentioned in 
the Checklist

� The elements  such as duration, total budget are 
respected.

FEEDBACK: 

� Reference number

� If criteria in Checklist satisfied

� If Proposal is recommended for evaluation



Continued…
II. Evaluation of Full Application

� The selection criteria are intended to help evaluate the 
applicants' financial and operational capacity to ensure 
that they:

� have stable and sufficient sources of finance to 
maintain their activity 

� have the management capacity, professional 
competencies and qualifications required to 
successfully complete the proposed action. This also 
applies to any partners of the applicant.

� The award criteria checks the quality of the proposal 
vis-à-vis: the relevance of the action, its consistency with 
the objectives of the call for proposals, quality, expected 
impact, sustainability and cost-effectiveness.



See Evaluation Grid

Proposal Rejected!!:

� If Below 12 in Section I 
(Financial/Operational Capacity)

� If Below 15 for Section 2 (Relevance)

� If Total Score below 60 

May have reserve list



Evalaution and Selection

III. Verification of Eligibility of Applicant and 
Partners

� Only for provisionally selected proposals

� Supporting documents are checked 
(Statutes, latest accounts, Annex D-legal 
entity sheet and Annex E- financial 
identification form)

� Final decision of the EC



Common mistakes

1) Application Stage: 

- Envelope not sealed properly

- Name and address of applicant missing and envelope 
doesn’t contain the phrase “Not to be opened before the 
opening session”

- CD-Rom not enclosed

2) Evaluation Stage:

- Application form incomplete- sections not filled in

- Inconsistencies b/w the budget and the application form

- Amount requested does not comply with rules

- Project duration incompliant

- Irrelevance of objectives or selection of target groups



Continued…

3) Methodological:

- No innovative and participatory methods

- Weak analyses- no references 

- Indicators for objectives not verifiable

- Results and activities mixed up

4) Budget:

- Activity bubble to reach the max. budget

- Calculation mistakes

- Ineligible costs included (purchase of vehicle)

- Costs not justified with documents (eg for 
purchase of materials no proforma receipt) 



II. PCM and Preparation 

of Full Application Form



What is a Project?

� Be consistent with, and supportive of, broader policy 
and programme objectives, but

� Create/develop something ‘new’, rather than simply 
support ongoing activities

And have …

� Clearly defined objectives which address identified needs

� Clearly identified target group(s) 

� Clearly defined management responsibilities

� A start and finish date

� A specified set of resources and budget



Stages of Analyses

� Problem Analysis
� Objective Analysis
� Strategy Analysis
� Stakeholder 

Analysis
� Risk analysis
� Critical Path 

Analysis

Situation analysis, identifying key 
problems, constraints & opportunities; 
determining cause & effect relationships
developing solutions from the identified 
problems; identifying means to end 
relationships
identifying different strategies to achieve 

solutions; selecting most appropriate 
strategy.
identifying  & characterising potential 
major stakeholders; assessing their 
capacity
identifying major risks to the project 
(people, institutions, environment, 
external &internal factors) and measures 
to reduce the risk 
basis for activity scheduling and resource 
planning



The Project Cycle

.

Analyis
Implementation

Financing

Identification

Formulation & 
Analysis

Evaluation & Audit



Project Cycle….
Identification: Project idea blossoms, problems identified
Formulation & Analysis: All analysis conducted (problem, 

objective, strategy, risk & stakeholder analysis), 
partnerships formed etc., methods identified 

Financing: Funding is sought for the project from donors or 
other financial sources

Implementation: project activities start taking place- deliver 
results and achieve specific objective of the project

Evaluation & Audit: Evaluation is to check the technical 
soundness of the project & is conducted at the end of 
certain benchmarks (e.g. mid-term evaluation) and at the 
end of the project duration (ex-post evaluation). 
Evaluations can be external (e.g EC) or internal (within 
organisation, integrated into the project). Audit is to check 
the financial soundness of the project. 

Monitoring takes place throughout project implementation!!



Full Application Form Section I

1.5 Objectives: From Objective Analysis

1.6 Relevance: Provide a general and detailed presentation and analysis of 
the problems and their interrelation at all levels.Problem Analysis

� Provide a detailed description of the target groups and final 
beneficiaries and estimated number. Stakeholder Analysis

� Identify clearly the specific problems to be addressed by the action and 
the perceived needs and constraints of the target groups. Situation and 
Problem Analysis

� Demonstrate the relevance of the action to the needs and constraints in 
general of the target country or region(s) Objective Analysis

� Demonstrate the relevance of the action to the priorities and 

requirements. Objective Analysis



Situation Analysis
A process whereby you 
become aware of the interests 
and needs of the region and 
target groups and the scope 
of the project for a relevant 
project design. The best way 
to be aware and 
knowledgeable about the 
issues is through the 
participation of diverse 
stakeholders in the process. 
An honest and thorough 
analysis is important to 
identify the main problems 
and its effects.

1. Literature review

2. Geographic and 
environmental aspects of 
the region of intervention

3. Infrastructure

4. Statistics and data related 
to the field

5. Government policies and 
programmes

6. Socio-cultural data

7. Economic data



Situation Analysis (1.6)- Example
See handouts:

- Montenegro Project

- Human Rights Education Project

Take a look and make comments



Problem Analysis

Section I- 1.6 of the Application 
Form



Problem Analysis 

The problem analysis will help us conceptualise 
a more relevant project and will allow us to 
complete part of the Relevance of the Action 
section which requires you to:

� Provide a general presentation and analysis of 
the problems

� Identify clearly specific problems to be 
addressed by the action



Problem Analysis- 1.6
Why?

- To identify the MAIN problem and peripherical 
problems which lead to the main one, with the 
participation and agreement of parties and 
stakeholders

How? 

- Participatory: participants agree on the 
formulation of problems

- Check if all problems are there

- Agreement on the importance of problems

- List problems in hierarchical order



Main steps to follow:

1. Identify one or two (initial) major problem(s) affecting the 
target group(s) in terms of their livelihood and/or access to 
services

2. Identify related problems/constraints, list them with no order 
or hierarchy 

3. Make sure all problems are REAL. Don’t include problems that 
you think might come up

4. Analyse and identify cause and effect relationships, put them 
in a hierarchical relationship and place them in the tree

5. Check the logic

6. Remove general problems to use them later as assumptions



Ask yourself:

1) What is it that we want to change? Or we don’t 
want to change? What do we see as a 
problem?

2) What is the source of this problem?
3) What happens if we ignore this problem?
4) Which problem comes first? Is this the symptom 

or the reason?



Problem Tree
The problem tree helps to establish the cause/effect relation 
between problems

.

Effect

Cause



Increase in 

numbers 

children 

working on the 

street

Families are 
driven to
poverty

No. of
multiple-member

Families 
increased

Civil society is weak and 
Institutions working in this area

are not strong

Main 
problem:

Lmtd. 
Employment
opportunities

Gen. econ.
crisis

Low level of
Education

Among
families

Few NGOs 
working in this

field

Lack of 
expert

personnel

Insufficient
local

& public 
projects 
running

Low skills
In families

High migration
rate

Existing 
interventions
don’t reach
the families

Not enough 
educational 

activities

Low number of
voluntary

staff

Insufficient 
resources 
dedicated

Low rate
of awareness



Stakeholders: 

beneficiaries, target 

groups, partners
Section 1 of the Application 

Form  



Increase in 

numbers 

children 

working on the 

street

What are the root causes leading to this problem?   

Families are 
driven to
poverty

No. of
multiple-member

Families 
increased

Civil society
is weak and 
institutions

working in this area
are not strong

Main 
problem:



Stakeholders & partners

Stakeholders: Individuals, institutions or groups that may-
directly or indirectly, positively or negatively - affect or 

be affected by the project or the desired solutions relevant 
to the project

Partners: An individual or group directly involved in 
delivering the intended result (they are also stakeholders 
and may be ‘target groups’). May be strategically chosen 

to render project more participatory



Beneficiaries & target groups- 1.6 of 

the AF
• Beneficiaries: Those who benefit in whatever 

way from the implementation of the project. 
Distinctions can be made in between:

• Target Groups: Directly positively affected by 
the project at purpose level. 

• Final Beneficiaries: Those who benefit from 
the project in the long run at the level of 
society or sector at large. E.g. ‘children’ due 
to increased spending in the health and 
educational sector



Identification & role of different 

groups

Stakeholders are:

� People/Organisations who are needed as a 
resource

� People/Organisations who will be affected 
by the initiative

� People/Organisations who are on the 
sidelines

� People/Organisations who feel they have a 
right to be involved



Such as…

Who? Stakeholders are any group of people 
who have an interest/role in addressing 
identified problems or achieving desired 
solutions relevant to the project, e.g.: 

• Government institutions and organisations

• Private sector groups, individual companies 

• Civil society groups (NGOs, CBOs)

• Community members (farmers/traders, 
women/men, young/old, rich/poor)



Involving Stakeholders and Partners in 

Design and Implementation

• Allows key interest groups to be identified & involved

• Ensures democratic and social accountability 

• Greater impact

• Helps identify potential conflicts/risks

• Spreading the risks

• More resources

• Transparency

• Increased ownership and, therefore, sustainability

• Develop skills and networks to prevent social exclusion



Keep informed Key Partners

Minimal effort Keep happy

Stakeholder Mapping

In
terest

Power



Identifying target groups, 

beneficiaries & partners

• High power, high interest people/org: these are the 
people you must fully engage with, and make the greatest 
efforts to satisfy. PARTNERS

• High power, less interested people/org: put enough work 
in with these people to keep them satisfied, but not so much 
that they become bored with your message. ASSOCIATE 
PARTNERS

• Low power, high interest people/org: keep these people 
adequately informed, and talk to them to ensure that no major 
issues are arising. These people can often be very helpful with 
the detail of your project. TARGET GROUPS??

• Low power, low  interest people/org: again, monitor these 
people, but do not bore them with excessive communication.
FINAL BENEFICIARIES



Powerful stakeholders/partners

� Do you already know their views?

� How will you get their views during the 
preparation of the project?

� How do they want to be involved in the 
project delivery?

� How will you involve them in the project 
delivery?

� Action: identify additional activities to 
manage your powerful partners



Stakeholder matrix-see handout

I) Let’s do a stakeholder matrix for your 
projects:

- Identify main groups/persons 

- Categorize them (beneficiary?target group?)

- Identify characteristics (socio-economic)

- Identify their power and interest (high, low)

II) What actions would you take as the NGO to 
include some stakeholders? 

III) How would you ward off the threats possibly 
posed by negative stakeholders?

IV) How would you use the opportunities?



In Application Form

- Include stakeholder analysis in Section 1.6-
Relevance as background info and justification

- Info on target groups also in 1.7 - Description 
of the Action

- Include info on stakeholders in Section 1.8-
Methodology



Objective Analysis & 

Strategy Analysis

Sections 1.5, 1.6 & 1.7 of the 
Application Form 



Objective Analysis

� Problems are converted into 
objectives and are expressed in 
positive terms

� Cross-check with problem tree and 
reformulate

� Make revisions if necessary- remove, 
add

� Keeping consistency an Objective 
Tree is drawn



Increase  in 

number of 

children 

working on the 

street

Families are 
driven to
poverty

No. of
multiple-member
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Institutions working in this area

are not strong
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Gen. econ.
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Existing 
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don’t reach
the families

Not enough 
educational 

activities

Low number of
voluntary

staff

Insufficient 
resources 
dedicated

Low rate
of awareness

END

S

Analysis of Objectives- Convert the 
problems into positive achievements 
through means/ends relationships

MEANS



Strategy Analysis (I)- 1.6&1.8

Helps us to define our capacity, 
strengths and weaknesses 

It aims to:

♣Analyse the identified (potential) 
objectives in relation to a set of 
‘feasibility’ criteria;

♣Select an appropriate strategy for 
project implementation



Strategy Analysis (II)

Urgency

Efficiency and 

effectiveness 

(technical and 

cost)

Contribution to 

the reduction of 

inequalities (e.g. 

gender)

Social 

acceptability

Complementarities 

with projects 

financed by other 

donors

Views of 

stakeholders and 

importance given 

by target group

Existing potentials 

and capacities (of 

target group)

Availability of 

financial 

resources, 

expertise, etc.

SOME POSSIBLE CRITERIASOME POSSIBLE CRITERIA



Decrease in 

numbers 

children 

working on the 

street

Families’ econ. 
Situation improved

No. of
multiple-member
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Formulating Overall Objectives, Project Purpose: 1.7 

Project Purpose

Results

Activities

Overall Objectives Ideal Situation-may be 

achieved only in a long time

Reached at by the end of the 
project- should be SMART 

Necessary to achieve project 

purpose- should be objectively 

verifiable

Actions that take place within a 

given time frame and resources to 

achieve results

Highest Level objectives that 

your project will 

CONTRIBUTE to  but not 

achieve

Main purpose-provides 

sustainabile advantage to 

target groups

The products and outputs of 

activites that will take place 

and which in total will help 

achieve the purpose

Duties to be done and 

actions taken during the life 

of the project

⇑

⇑

⇑



Overall Objective, Project Purpose, Expected Results & 

Outputs- SECTION 1.7 

Objective

Purpose

Results

Activities

To contribute to a reduction of children working in the street in X 

country, Y region

Strengthening of NGOs and public institutions working in this 

field

1. Number of expert personnel in NGOs increased to X number by 

Y year

2. Number of local and public projects running increased by 10%

3. Number of NGOs working in the field reaches at least 10 by Y 

year

1.1 Undertake needs analysis for experts in NGOs and identify 

deficiencies in practice and knowledge

1.2  Design training material and conduct training programmes for 

NGOs and public sector 

2.1 Design and deliver advocacy program for public sector, NGOs 

and the public etc etc.



Make sure Objectives, Purpose, 

Results are “SMART”

�SPECIFIC - to what it is measuring

�MEASURABLE - verifiable, quantifiable, not vague 

and wishful thinking

�AGREED UPON- all parties agree that it is an 

appropriate measurement

�RELAVANT 

�TIME BOUND & COST EFFECTIVE - that it can be 

measured within the required duration and is not 
too costly for the project



Objectively Verifiable Indicators and 

Sources of Verification

� We need indicators to:
� Measure the CHANGE

� Know whether what we planned is actually 
happening

� Verify success



How to Define OVIs

.
1) Specify for each result, the project purpose (and the 

overall objectives) the indicator, according to criteria 
for good indicators.

2) Define, on the basis of the indicator, “targets”
(precise aims of the results and the purpose):

Quantity
Quality
Target group
Time / period

Place

F How much?
F What?
F Who?
F Starting when 

and for how 
long?

F Where?



Example of OVI

.
Objective: Access to rural/regional markets improved

Select the indicator: Average journey time to the closest market

Define the targets:

Define the quantity: Average journey time is reduced by 25% 

compared to year x level…

Define the quality: ... During the wet season….

Define the target group: ... , for all travellers, female and male, on 

private vehicles…

Define the place : ... in the  ...Blue Mountain region

Determine the time: ... 5 years after project start



Sources of Verification (SOV) 

.
One must spell out how the indicators will be collected:

♠Which methods? (regular reports, statistics, project documents etc)

♠By whom?

♠When/how often? (yearly, bi-monthly etc)

Activities, resources and costs required to collect this information must 

be included in the project design 

Project managers should focus on verifying the delivery of results and their 
contribution to the purpose



Sources of Verification (II)
C

o
st

Complexity

Administrative
reports

Management
reports

Available
statistics

Adapted available
statistics

Interviews with
beneficiaries

Specialised
surveys



Activity Scheduling

Sections 1.7 & 1.9 of the 
Application Form 



An activity schedule:

o Maintains objective-oriented approach

o Breaks activities down into operational 
detail

o Clarifies sequence, duration and 
precedence of activities

o Identifies key milestones

o Assigns management responsibility



Critical Path I

� Helps to plan all tasks necessary to 
complete a project within the given 

timeframe

� Act as a basis for activity scheduling and 
resource planning

� Facilitate monitoring of objectives/results

� Assist the identification of problems



Critical Path II

Activity Schedules
� it identifies those tasks which need to be 

completed on time for the project to be 
completed on time

� it identifies those which can be delayed so that 
resources can be re-directed to problem areas

� it identifies the minimum period of time to 
implement a project

� it identifies those areas which should be 
accelerated to speed up a project 



Critical Path III

Principles:
� you can not start certain tasks until others are 

finished (how often does this happen?).  

� i.e. projects are made up of sequential 
activities.

� Other tasks are not dependent on earlier ones 
and can be delivered in parallel



Critical Path IV

How to prepare a critical path
� List all the activities in the plan

� For each activity, state:
� duration

� type (sequential, parallel)

� any dependency to other activities

� Plot the activities as a circle and arrow 
diagram

� Identify the critical path along the network (LONGEST 
PATH)

LIVING DIAGRAM AS PROJECT PROGRESSES



A

C

F

B
E

D

Start Finish

1wk

3wk 3wk

2wk

2wk

4wk



Critical Path V

1 3 4

2

Invitations 

&confirmations

impact  

analysis

10 days

15 days

Number Activity Sequential / 

Parallel 

Dependencies 

    

1 Training kit preparation for ToT P  

2 Identification of training 

participants 

P  

3 Start of ToT trainings S 1,2 

4 Conduct trainings by trained 

trainers 

S 1,2,3 

5 Publication of impact analysis 

report 

S all 

 

Kit Preparation
30 days

90 days

5

* Arrows go from left to right, number each circle, describe activity under each arrow



Methodology 

Section 1.8 of the Application 
Form 



Methodology - 1.8 
� the methods of implementation

� he procedures for follow up and internal/external evaluation;

� the role and participation in the action of the various actors and 
stakeholders (local partner, target groups, local authorities, etc.), 
and the reasons for which these roles have been assigned to them;

� the organisational structure and team proposed for implementation 
of the action (by function);

� the main means proposed for the implementation of the action 
(equipment, tools…) and for carrying out the proposed activities;

� the involvement of implementing partners, their role and 
relationship to the applicant

� the attitudes of all stakeholders towards the action in general and 
the activities in particular;

� any anticipated synergies with, or possible constraints due to other 
current or planned projects or activities in the vicinity of the
location of the action.



Methodology - 1.8 
� Your strategy analysis will help to write this up

� How will you monitor the your project and whether it is successful, 
effective etc?

� What kind of measures are you prepared to take if things go wrong? Is 
there an internal supervision/audit and evaluation procedure? Any external 
monitoring or evaluation?

You may want to:

- Introduce mid-term internal or external evaluations

- Make sure you mention your indicators- how you will measure success 
each time- e.g evaluation forms and reports after each training or better yet, 
impact assessment after 6 months



Sustainability 

Section 1.10 of the Application 
Form 



Sustainability (I)

The “continuation of benefits after project 
completion”

The EU recognises three types of sustainability:

� Financial sustainability - how will activities be 
financed after the project?

� Institutional sustainability - who will ‘own’ the 
project after its completion?

� Policy level - will the project improve policy, 
legislation, codes of conduct, standards etc



Sustainability (II)

When assessing sustainability, consider:

� What is the impact on the target group/end 
beneficiaries?
� How will the target groups use 

skills/knowledge/information/facilities in the 
future?

� Is your project a catalyst for change?
� Is your project a model for adoption elsewhere?

� Does your project aim to disseminate this model to 
others?



A Strategy for Sustainability

Refer back to the expected changes for each of 
your results:

� A changed situation

� A changed condition

� A changed level of knowledge

� A change in an attitude

� A change in behaviour

How will this change be sustained?

Among individuals?

Within institutions?

Within a region?



Assessment of sustainability

We can assess whether our project has had 
sustainable results through an impact 
analysis (this is what most evaluations 
would to a degree encompass). 

Caution!: For a good impact analysis to be 
done we need to have data (quantitative 
and qualitative) about the state of play 
before our intervention has taken place. 
Need for comparators. 



Some examples.. How do we make their 
results/impact sustainable financially, institutionally 
& on policy level?

1) Trainings? 

2) Awareness raising?

3) Research?

4) Networking?

5) Campaigns?

6) Other?



Risks & Assumptions
What are risks?

� All the negative influences that are external to the project but
essential for the project’s success

What are assumptions?

� They are risks defined positively. 
Why define risks?

� The project itself can never fully cover, express or adress the 
whole reality. External factors usually have important impact 
on projects and thus must  be defined. These risks should a) 
be addressed in the design process to the extent that it can 
be, b) should be monitored during implementation
What are preconditions?

� Those factors to which the project is absolutely dependent-
those factors without which it cannot be implemented e.g. the 
adoption of legislation on combatting discrimination



Risk analysis

� Risks highlight key factors outside the direct 
control of project managers (political, 
environmental, institutional, social) which have 
the potential to impact negatively on the project

� The importance of different risks is assessed, 
including the degree of negative impact they 
might have on achieving objectives



Risk Management

It is important to monitor this external 
environment to identify whether or not the 
assumptions that have already been made 
are likely to hold true, what new risks may 
be emerging, and to take action to 
manage or mitigate these risks where 
possible.  

A format - risk management matrix- helps 
to provide a clear record of how a project 
plans to manage identified risks. This then 
needs to be reviewed and updated on a 
regular basis



Assumptions

Assumptions may relate to such concerns 
as:

� The actions of other stakeholders not directly 
involved in project management

� The response of target groups to the project’s 
services

� Effective donor coordination and timely fund 
disbursement

� Price movements for project inputs or outputs

� Changes in relevant government policies



Assumptions 

Is the assumption

important?

Yes
No

Will it hold true?

Almost certainly

Possibly

Very unlikely

Do not include in the logframe

Include as an assumption

Is it possible to redesign the project 

in order to influence the external factor?

Yes
No

The project is not feasible

Redesign the project by adding 

activities or results; reformulate the

project purpose if necessary



RECAP 1.6 Relevance of the Action

� Include main elements of your problem analysis. Provide a general 
presentation of the current state of affairs

� Use problem analysis and strategy analysis and explain the problems 
you will address with the project

� Provide information on stakeholders and your analysis. Describe 
target groups and beneficiaries in detail (numbers, characteristics)

� Stress the needs of the target groups and why they are a priority for 
your action and put that into the regional/country context. (use
problem and stakeholder analysis)

� Make direct references to the guidelines; the field you are applying for 
and its priorities. Stress the relevance of your project to the priorities 
and objectives in the guidelines 



1.7 Description of the Action

	 Use objective and strategy analysis results to state 
overall objective, project purpose, expected results 
and outputs

	 Use CPA to describe main activities and make sure 
they are linked to your expected results. Make sure 
they are not INELIGIBLE! (see guidelines A/B/C 2.1.3)

	 Choice of partnership (present as result of stakeholder 
analysis if relevant). Have you worked with eachother 
before? What is their added value and responsibility?

	 Use stakeholder analysis to present all stakeholders 
and how you will address them depending on their 
potential to influence/damage/help your project



Budgeting

Annex B of the Application Form 



Watch out:
• MAKE SURE YOU BUDGETED FOR ALL 

ACTIVITIES (CHECK WITH ACTIVITY 
SCHEDULE)

• BUDGET MUST BE IN EURO

• ACTIVITIES SHOULD BE CALCULATED 
ON A MARKET PRICE

• SHOULD INCLUDE THE COST OF 

TOTAL BUDGET, NOT THE 
REQUESTED GRANT AMOUNT

• WATCH OUT FOR AND UNDERSTAND 
THE ELIGIBLE COST SECTION- A/B/C  
2.1.4 OF THE GUIDELINES

• IN-KIND CONTRIBUTIONS ARE NOT 
CO-FINANCING 

• YOU MUST BE ABLE TO PRESENT AN 
INVOICE FOR ALL COSTS IN BUDGET

• PER DIEM RATES NOT MORE THAN 
THAT STATED IN ANNEX H (see p25)

• MAKE SURE YOUR MANAGEMENT 
CAPACITY CORRESPONDS TO 
REQUESTED GRANT

1.Human Resource cost,
2. Travel,
3. Equipment& Supplies,
4. Local Office, 
5. Services,
6. Other costs & services,
7. Subtotal Direct Elligible Costs

(1-6),
8. Contingency reserve (at most 

5% of 7),
9. Total Direct Elligible Costs 

(7+8),
10. Administrative cost (7% of 9),
11. Total Elligible Cost (9+10)



CCSA II Rules

A grant may not be less than 50% of the 
total eligible costs of the action

No grant may exceed 90% of the total 
funding

For Field B- 95 % in case of seed funding 
only



Eligible Costs

- Costs budgeted for and incurred within the 
contract period only

- Cost of staff corresponding to actual 
salaries plus social security charges etc., 
travel costs for staff and other persons 
(invitees, partners etc)

- Purchase or rental of equipment and 
supplies for the action

- Translation, publications, audit, 
evaluation, etc. 



Ineligible costs

Debts and provisions for losses and debts

Interest owed

Items financed under another framework

Purchases of land or buildings

Currency and exchange rate losses

Taxes including VAT unless reclaimable

Credits to third parties



Budget Instructions

� The Budget must cover the total eligible costs of the 
Action, not just the EU contribution. The description of 
items must be sufficiently detailed and all items broken 
down into their main components. The number of units 
and unit rate must be specified for each budget item.

� Expenditures must be given in euro. The costs has to be 
stated "net” of VAT or other taxes.

� The Applicant alone is responsible for the correctness of 
the financial information. IMPORTANT NOTE: DO NOT 
INCLUDE IN THE BUDGET ANY COSTS THAT ARE NOT 
EXPLAINED IN THE ACVTIVITIES PART OF THE 
APPLICATION.      

� For all items provide justifications in Worksheet 3. 
Justification of costs



Budget Form-Terminology

Expenses Unit

No. of 
Units 

Unit 
Rate 

(EURO
)

Cost 
(EURO

)3

1.1.1 Project Coordinator
Per 

Month 12 1500 18000

Number of Units: How many of the units will be used 
throughout the project
Unit Rate: The cost for each unit
Costs: No. of Units multiplied by the Unit Rate, the total 
amount necessary throughout the project 



Budget Lines- 1. Human Resources

.
Expensesr Unit

No. of 
Units

Unit ratei 
(EURO)

Costs 
(EURO)3

1. Human Resources

1.1 Salaries (gross amounts, local personnell)4

1.1.1 Technical Per month

1.1.1.1 Project Coordinator Per month 12 1500 18000

1.1.1.2 Trainers Per month 5 1500 7500

1.1.2 Administrative/Support staff Per month

1.1.2.1 Project Assistant (%50) Per month 6 1000 6000

1.1.2.2 Accountant (%30) Per month 4 1200 4800

1.2 Salaries (gross amounts, expat./int. staff) Per month

1.3 Per diems for Mission/Travel5

1.3.1 International (Staff assigned to the 
action) Per day 15 260 3900

1.3.2 Local (Staff assigned to the action) Per day 30 100 3000

1.3.3 Seminar/Conference participants Per day 60 100 6000

Sub total Human Resources 49200



Budget Lines- 1. Human Resources

1. Human Resources

� Part time and/or full time staff indicate in 
percentages 

� Both administrative and technical staff

� Salaries are indicated in gross amounts (inc. 
social security etc)

� Experts can be indicated as man/days or on a 
monthly basis

� Indicate expertise here if you are not sub-
contracting



Budget Lines- 2. Travel 

- International and local travel for the project

- Plane, train, bus and must be economy class. Include return 
and state destination

- Local travel: budget only travel between cities in Cyprus not in-
city travel

2. Travel

2.1. International Travel Per flight 5 500 2500

2.2  Local travel Per month 5 500 2500

Travel Sub Total 5000



Budget lines - 3. Equipment and Supplies

Only equipment and supplies strictly necessary for 
implementation of the Action are to be included.

Prices should respect market rates and be a result 
of market research. 

RULE OF ORIGIN: Any product you purchase with 
EU funds must respect the rule of origin 



Budget lines - 3. Equipment and Supplies

.

3. Equipment and supplies

3.1 Purchase or rent of vehicles N/A N/A N/A

3.2 Furniture, computers

3.2.1 Laptop Per laptop 1 1200 1200

3.2.2 Printer Per printer 1 400 400

3.3 Machines, tools

3.4 Spare parts..

3.5 Other (please specify)

Sub Total for Equipment and Supplies 1600



Budget lines - 4. Local Office Costs

Only budgeted when the beneficiary cannot 
implement the project with its current project 
office or the project location is in another town 
than that where the original office, then the 
renting of a new office may be justifable. Only in 
this case can we budget for the rent, electricity, 
water etc. in this budget line 

In cases where the beneficiary continues to use 
its given office premises they MUST NOT budget 
it. The costs of the office must be met through 
the budget line 10- Administrative Costs. 



Budget lines - 5. Other 

Costs/Services
.

5. Other costs, services

5.1 Publications

5.1.1 Training Booklet Per booklet 100 10 1000

5.1.2 Brochure Per brochure 1000 0,3 3000

5.2 Studies, research

5.3 Auditing Costs

5.4 Evaluation Costs Per evaluation 1 2000 2000

5.5 Translation, interpratation Per day 15 500 7500

5.6 Financial services (bank guarantee, etc.)

5.7 Conference, seminar costs

5.7.1 ToT (15 persons x 5 days) Per person 75 30 2250

5.7.2 Workshops (20 persons x 30 times x 1 day) Per person 600 30 18000

5.7.3 Good practice conference Per personi 150 40 6000

5.7.4 Evaluation meeting

5.8  Visibility activities (press conference) Per press conf 3 250 750

Other Costs, services sub total 40500



Budget lines - 6-11 
.

Expenses Unit

No. of 
Units

Unit Rate 
(EURO)

Costs 
(EURO)

6. Other

Other Sub Total

7. Subtotal direct eligible costs of the Action (1-
6) 96300

8. Provision for contingency reserve (maximum 5% of 7, 
subtotal of direct eligible costs of the Action) 3700

9. Total direct eligible costs of the Action (7+ 8) 100000

10. Administrative costs (maximum 7% of 9, total 
direct eligible costs of the Action) 7000

11. Total eligible costs (9+10) 107000



Budget Lines- 7&8

8. The contingency costs are eligible providing serious 
risks for project implementation have been identified in 
the Methodology part/Risk assessment part. Note that 
they must not exceed 5% of  the subtotal direct eligible 
costs (row 7). It can only be used with the prior written 
authorisation of the EC

10. Administrative costs may cover such costs as rent of 
space for the project, telecommunications for Action, 
heating, stationary, etc. They must not exceed  7% of 
heading 9, total direct eligible costs of the Action and 
duplicate costs already covered under another budget 
item. Indirect costs must not include direct costs -
equipment, per diems, travel, visa or mobile phones, 
lunches, etc



Good luck!!

Kolay gelsin, καλήήήή ευκολίαευκολίαευκολίαευκολία


