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‘Building community across generations through media literacy’ – small grants for intergenerational media literacy learning projects 
 
Annex 6: Guidelines to the call 
 
Introduction   
 This guideline is a meant to help applicants in the pilot call “‘Building community across generations through media literacy’ – small grants for intergenerational media literacy learning projects” in Romania, Bulgaria, Greece and Cyprus. It contains relevant information on the call, and it is designed to be your practical reference for preparing and submitting your proposal. 
The call consists of the following documents: 
· Call for Proposals 
· Annex 1: Application Form A (administrative part)
· Annex 2: Application Form B (technical part) 
· Annex 3: Questionnaire (evaluated under Award Criterion 4) 
· Annex 4: Declaration of Honour (DoH)
· Annex 5: Grant agreement 
· Annex 6: Guidelines (this document) 
The Call for Proposals contains all the information for the call, including who can apply, deadline, evaluation criteria and procedure. 
Application Forms A and B must be filled in by you and be submitted by the deadline (see section 4 of the Call for Proposals). 
The Declaration of Honour is to be signed by you (the legal representative of the applicant). The Commission may request evidence that the legal representative has the power of attorney to sign for the applicant.  
The Grant Agreement is to be filled by you and the Commission after the grant has been awarded. 

1. How to submit your proposal 
All proposals must be submitted by email to COMM-ML-GRANTS@ec.europa.eu.  
· Fill in Application Form A, which includes administrative information about the applicant, and attach as PDF file.  (mandatory)
· Fill in Application Form B, which includes the technical content of the proposal, and attach as PDF file. (mandatory)
· Fill in the Questionnaire, which is evaluated under Award Criterion 4, and attach as PDF file. (mandatory) 
· Sign the Declaration of Honour and attach it as PDF file. (mandatory) 
The proposal must be submitted before the call deadline (specified in the Call for Proposals, section 4). If you miss the deadline, your proposal will be rejected. 
Application Form B and the Questionnaire contain recommended page limits (specified in both documents).
You are strongly advised to complete the proposal far enough ahead of the deadline to avoid last-minute issues. Any technical problems due to last-minute submission (e.g. congestion etc.) will be at your own risk.   
Please make sure the email address you give is correct, working, and checked on a regular basis — we may have to contact you for more information when evaluating your proposal.  

1.1	Preparing your submission 
You must do three things before submitting your application: 
1. Read the background documents (Call for Proposals and its annexes) 
2.   Check whether your organisation and proposal meet the eligibility criteria  
3.   Inform yourself about the: 
· award criteria 
· financial and operational capacity requirements 
· exclusion criteria 
· admissibility conditions (e.g. call deadline, page limits, etc.) 
· other details (e.g. deadline for questions and the email address for this call). 
 
1.2	How to fill out your application 
To give your proposal the best chance of being selected for funding, make sure it is: 
· Relevant – address the relevant objectives of the call 
· Complete – include all the relevant information; follow closely the form of the templates, and ensure you submit all the information requested 
· Clear and concise – don’t interpret completeness as a requirement to include as much information (and as many words) as possible; your proposal must also be easy to understand, precise and focused on the substance. Take the recommended page limit into account and do not repeat information.  
Make sure your documents are readable, accessible and printable. Please check the layout carefully for the documents submitted.
Documents for which signature is needed must be signed by the legal representative of the applicant. Evidence that the signature was done by the legal representative must be included in your proposal. 

1.2.1 Language
 You can submit your proposal in any official EU language. The call is published in English in all four targeted countries. The Greek/Romanian/Bulgarian version is a translation of the original in English for information purposes only. In case of a discrepancy, the English original will prevail. For reasons of efficiency, we recommend that you use English for the entire application if possible. If you need the call documentation in another official EU language, please submit a request within 10 days after call publication (for the contact information, see Call for Proposals section 11).  

1.2.2 Application forms 
Application Form A (administrative information) 
· Please fill in Application Form A. The first page is the administrative details of your organisation. 
· Pay attention to the legal status, where you must choose the correct status for your entity.   
· The second part requires the details of the main contact person.  
· If you apply from a department of your organisation, you may fill it in the specific part for departments. If not, leave it blank.
· If you apply with affiliated entities or entities forming a sole applicant (see part 3 of these guidelines), please add information in the relevant section in the application form. If not, leave it blank.
· Submit Application Form A duly signed by the legal representative.
Application Form B (technical description): 
· Application form B. Here you write your application addressing each of the award criteria. Read each award criterion carefully, to get an understanding of what we ask you to propose. Please make sure your proposal corresponds to the specific criterion.  
· Please read the subcriteria carefully. Make sure your answer replies to all the questions, and that your answers correspond with how many points are awarded for the question (for example, the response to question 1.1 should be more detailed than the response to question 3.2).
· Key Performance Indicators (KPIs). Here you write your KPIs, related to the Call section 2.b Expected Impact and award criterion 1.3.  
Questionnaire: 
· You need to fill out the questionnaire to answer award criterion 4. 
· Please read questions carefully before answering. 
Supporting documents
Declaration of Honour:
· Declaration of Honour is the proof that you fulfil all eligibility, admissibility and selection criteria, and that you have the necessary financial and operational capacity to carry out the tasks. It is also the proof that you are not in a situation where you can be excluded (e.g. due to bankruptcy, etc.). Please read the Declaration of Honour carefully and make sure you fulfil all criteria before signing.  
· Submit Declaration of Honour duly signed by the legal representative. 
1.3	Help  
Questions — use our mailbox: comm-ml-grants@ec.europa.eu 
Questions should clearly indicate the reference of the call “‘Building community across generations through media literacy’ – small grants for intergenerational media literacy learning projects”. 
· Answers to questions that are relevant to all applicants (either for a country or for all calls), will be made public.  
1.4 	Submission — Acknowledgement of receipt  
Once the proposal is submitted, you will receive a confirmation email (with date and time of your application). 
Please note that whenever you receive an email by the Commission you must send an acknowledgement of receipt within 3 days of receiving. 
 2. Information on the evaluation results  
After submission, you will normally not hear from us until after evaluation — unless we need to clarify matters such as eligibility or request additional information.  A request for supporting documents or information in no way implies that the applicant has been successful.
We will check eligibility and admissibility and evaluate your proposal against the award criteria set out in the call document.  
Applicants, whose proposals are rejected will receive a letter at the end of evaluation.  
 To ensure equal treatment for all applicants, we cannot answer any questions on the outcome of the call before the evaluation is completed. 

3. Applicants: what are affiliated entities and sole applicants 
Eligible applicants (see section 6 of the Call for Proposals) may apply for the grant: 
· alone; 
· with affiliated entities;  
· with several entities forming one sole applicant. 
If you are applying with affiliated entities or as a sole applicant you need to identify these entities in the relevant part of your application. After grant signature, they become jointly responsible and jointly liable for the proposed activities.  
3.1 Affiliated entities 
An entity affiliated to a beneficiary is an entity that complies with the eligibility and non-exclusion criteria applying to applicants. It has a structural link with a beneficiary, in particular a legal or capital link which is neither limited to the action nor established for the sole purpose of its implementation. This means that the link would exist independently of the award of the grant; it should exist before the Call for Proposals and remain valid after the end of the action.  
Entities affiliated to a beneficiary may be, for example: 
· Entities directly or indirectly controlled by the beneficiary (daughter companies or first-tier subsidiaries). 
· They may also be entities controlled by an entity controlled by the beneficiary (granddaughter companies or second-tier subsidiaries) and the same applies to further tiers of control; 
· Entities directly or indirectly controlling the beneficiary (parent companies).
· Likewise, they may be entities controlling an entity controlling the beneficiary; - Entities under the same direct or indirect control as the beneficiary (sister companies).  
This link can be also defined by a membership, i.e. the beneficiary is legally defined as a e.g. network, federation, association in which the proposed affiliated entities also participate or the beneficiary participates in the same entity (e.g. network, federation, association) as the proposed affiliated entities. 
3.2 Sole applicant 
A sole applicant (who becomes, if successful, a sole beneficiary) is an entity formed by several entities (a group of entities) which together comply with the criteria for being awarded the grant: they must comply with the eligibility and non-exclusion criteria as any affiliated entity but also with the selection criteria; and their proposal complies with the award criteria. A structural link connecting the entities may be specifically established for the sole purpose of the implementation of the action subject to the grant request. 
Affiliated entities must comply with the eligibility and non-exclusion criteria. Entities forming together a sole applicant must also comply with the selection criteria. To this effect affiliated entities and entities forming together a sole applicant must sign the Declaration on Honour (annex 4).  
3.3 Subcontracting 
Subcontracting may be included in the application, if needed. Subcontracting should normally constitute a limited part (no more than 30%) of the activities and must be performed by third parties (not by the partner or its affiliated entities). 
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