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HOW TO CREATE AND SUBMIT PROJECT PROPOSAL



Before creating your proposal

1. Applicant coordinator has to 
have:   

EU Login account 
(= formerly ECAS account)

2. Organisation of applicant 
coordinator and partner 

organisations must have:

9-digit PIC 
(Participant Identification Code)

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/how-to-participate/1

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/how-to-participate/1


1. If you do not have EU Login you can create it here.

2. If your organization is not registered in the 

Participant Register please register it at 

https://ec.europa.eu/info/funding-

tenders/opportunities/portal/screen/how-to-

participate/participant-register.

Before creating your proposal - 2

https://webgate.ec.europa.eu/funding-tenders-opportunities/display/OM/EU+Login
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-register
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-register
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-register


Part B documents 

(to be attached to eForm)

1. Technical description

2. Estimated budget of the 

proposal

Your proposal form includes:

eForm (Part A) 

structured Administrative Forms 

with data on the participants, 

legal declarations and contact 

persons, programme priorities 

and requested grant

Please use templates available for download on the Submission 

Service for your action on Funding and Tenders Opportunities Portal



Key information - Budget
Application documents

1. eForm (Part A) is filled online 

general information entered by the 

participants – generated by the IT 

system and filled online

2. Mandatory Annexes filled using provided 

templates and uploaded as annexes: 

• Part B - Technical description

• Part B - Estimated budget of the proposal

2.1 Optional Annex: 

Other annexes – list of applicants with their role in the 

project

3. KPIs (Part of eForm) - filled online  - Key 

Performance Indicators

The application must include the following parts:



Funding & tender opportunities portal (FTOP)

Navigating in the Portal
1

2

3

4

Finding relevant activity

Search by keywords

Search by Programme

Search by Call

For creating an 

application log in 

your EU Login 

account

5

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home


How to access your call submission area

2 Click on ‘Start 

Submission’

Check the action1



How to access your call submission area 2

2 Click on ‘Start 

Submission’

Tick the box for the type of 

submission (the action 

cannot be modified at this 

step or later)

1



Start filling your form

Check call

Download Part 

B templates

Insert PIC number of your 

organisation. Non validated 

PICs are accepted for 

submission of proposal

SAVE and get to 

next step

Add your 

project acronym 

and short 

summary

1 3

4
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2

Available 

guidelines and 

information 

about the 

technical help

6



Enter into Part A
Create pdf document of 

your application

Attach filled Part B documents 

marked as mandatory and 

recommended list of partners 

with their roles in the proposal 

as ‘Other annexes’.

Go to the partners list for 

adding/removing partners

Validation / Submission

How to navigate between different parts of your form

MANDATORY

MANDATORY

RECOMMENDED for list of partners with their roles

List of previous projects 

not requested and will not 

be evaluated



Fill in the eForm (Part A)

Fill in the General Information 

part containing 4 tabs. 

Tab ‘Other questions’ is not 

applicable for this action

Click on ‘Exit form’ 

to return to 

previous step

Remember to save 

your changes

Click on required part to 

navigate between different parts 

of the form

Click on ‘Table of Contents’ to 

see the parts that you need to 

complete in the General 

Information part



• Template to be downloaded by the applicant in 
the submission system. 

• Completed form to be uploaded in pdf format.

• Includes sections corresponding to the 4 award
criteria and a section on Work Plan

• CVs not required but description of profiles and 
expertise of staff have to be included in section 
2.1.3

• List of previous projects to be filled at the end of 
the form (Part B)

• Maximum 70 pages, excess pages will not be
readable

Part B – Technical Description



• Fill in the budget of the proposal

• Use templates that are downloaded in 

the submission system.

Part B -Estimated budget of the proposal



How to access your draft proposal

User

For accessing your 

application log in to 

your EU Login 

account

Click on ‘My 

Proposal(s)’

Click on ‘Actions’ to 

EDIT your proposal

2

1

3



Validate and submit proposal

• Validate and submit 

your proposal at least 

few days before the 

deadline

• Until the call deadline 

you can always update 

your proposal and 

submit it again. 



• Keep in mind all requirements of the call while preparing the application, such as 

duration, eligible countries and consortium composition. 

• All participating organisations must have PIC. Non-validate PICs are also accepted at 

application stage.

• You can find partners in the section “Partner search announcements” of the Funding & 

Tenders Opportunities Portal or contact organisations in ongoing projects. 

• Validate and submit your application well in advance (at least 48 hours before the 

deadline). You can update your application until the call deadline and submit an updated 

version, if needed.

General tips

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/topic-announcements/47406260


Useful links

Find a call Find a call - IT How To - Funding Tenders Opportunities (europa.eu)

Find partners Find partners - IT How To - Funding Tenders Opportunities (europa.eu)

Register an 

organisation 

Register an organisation - IT How To - Funding Tenders Opportunities (europa.eu)

Participant Register — Register your organisation - Online Manual - Funding Tenders Opportunities (europa.eu)

Submit a proposal Submit a proposal - IT How To - Funding Tenders Opportunities (europa.eu)

Submit a proposal — Electronic Submission System - Online Manual - Funding Tenders Opportunities 

(europa.eu)

Follow up on your 

proposal

Follow up your proposal - IT How To - Funding Tenders Opportunities (europa.eu)

Selection — From evaluation to grant signature - Online Manual - Funding Tenders Opportunities (europa.eu)

https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/Find+a+call
https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/Find+partners
https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/Register+an+organisation
https://webgate.ec.europa.eu/funding-tenders-opportunities/pages/viewpage.action?pageId=1867802
https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/Submit+a+proposal
https://webgate.ec.europa.eu/funding-tenders-opportunities/pages/viewpage.action?pageId=1867927
https://webgate.ec.europa.eu/funding-tenders-opportunities/pages/viewpage.action?pageId=1867927
https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/Follow+up+your+proposal
https://webgate.ec.europa.eu/funding-tenders-opportunities/pages/viewpage.action?pageId=1867832


Good luck with your proposal
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