CHECKLIST

CONTRACT NEGOTATION

3rd CALL FOR PROPOSALS

status 08.08.00

prepared by J. Hoorens

1. SOURCES

1. “A PRIORI” CONTROL OF POTENTIAL PARTICIPANTS IN EU COST-SHARING CONTRACTS GUIDELINES FOR THE PROJECT OFFICERS VERSION OF 19.06.00

2. FAQ PO OF  06.04.00

3. IST Programme NEGOTIATION MANUAL Draft 3 - 5th April 2000

4 Note INFSO/D-OS/MJ D(00) 27 March 2000*41424 on Legal & financial viability operation: feedback from 1st call and suggestions for improvement for 2nd call

5. Additional guidance on good practice for developing Technical Annexes (Descriptions of Work). Internal DG XIII D2 document.

6. CONTRACT PREPARATION FORMS (CPF) for  Financial support from the EC for shared-cost RTD actions: research and technological development projects, demonstration projects, and combined projects Including guidelines on how to complete the contract preparation forms (CPF). This document can be downloaded from URL: http://www.cordis.lu/ fp5/cpf.htm. Version 2, 15 March, 2000. Ref. No. cpf_rtdp_en_200001

7. XIIID2 Check list for CPF preparation

8.  Guidelines for Contract Preparation ON http://www.cordis.lu/ist/cont-prep.htm . Version 2, 5 April 2000.  Ref. No. b_gcp_en_200001

9. Guidelines on Major Financial Provisions on http://www.cordis.lu/fp5/financial_guides.htm. Version 10.08.1999

10. Model Contract ON  http://www.cordis.lu/fp5/mod-cont.htm
11. ELECTRA ON http://www.cordis.lu/fp5/electra-rtd.htm AND  FAQ RE ELECTRA OF 17.4.00 ON http://www.cordis.lu/ist/elec-faq.htm

12. Frequently asked questions for Proposers involved in 2nd Call negotiations AVAILABLE ON http://www.cordis.lu/ist/cpf-faqs.htm

13. RTD Projects: Participant's Choice of the Cost Reimbursement                         System for Research, Demonstration and Combined Projects on http://www.cordis.lu/fp5/cont-admin.htm

2. FILES TO BE SUBMITTED IN THE CONTEXT OF THE NEGOTIATION

1. IDENTITY CONTROL FILE

PURPOSE : proof the correct legal name and legal form and justify the legal existence of  proposed contractors. 

 HOW : Coordinator to provide a file with subdivisions for each contractor covering :

1. Legal name and document proving the legal name (trade register copy, articles of constitution, copy of official journal publication,…). Highlight legal name in document proving the legal name.

2. Legal form and document describing legal form if the legal form is particular

3  Legal existence at contracting time by a one page declaration of an authorised representative that the legal entity is not subject to legal procedures, such as bankruptcy or liquidation procedures at the moment of writing.  (REF6)

4. Company brochure

5. Last annual report

Provide identity control summary  (REF8) on first page of the file

Coordinator to check that the correct legal names are used on the CPFs and mandates.

Mark file with title and project acronym. Use separators labelled with contractor short name.

WHEN : Paper file to be brought at first negotiation meeting. Control summary to be emailed 3 working days before the first negotiation meeting.

2. FINANCIAL VIABILITY FILE

PURPOSE : provide baseline for decisions on protective measures

HOW: 

Coordinator to provide a file with subdivisions for each contractor covering as applicable :

1.  declaration of exemption from FV check. Such organisations are: All public bodies (i.e.: universities, public research institutes, governmental bodies and divisions, governmental agencies, municipalities etc.);Entities which are fully owned by public bodies; Large companies or organisations, when it is public knowledge that they have adequate financial resources (e.g. Alcatel,  Ericsson, ICL, Olivetti, Philips, Siemens). Use REF 15.

2. annex II in EURO for  to and to-1,  Use REF 4. T0= 1999, T0-1= 1998.

3. annex II in national currency for  to and to-1,  Use REF4.

4. official balance sheets to and to-1.

5. copies of financial analysis by third party  financial information producers for to and to-1.

6. recent modifications to annex II data such as increase of capital (to be supported by copy of the relevant shareholder agreement or excerpt of public register) or subordinated shareholder loans providing the relevant funds for the project period (to be supported  by copy of the relevant agreement) or statement on resources provided by the parent company or an affiliated company (statement of principle on model guarantee by parent companies).

7.  declaration by that the contractor is not aware of inclusion in the Commission's Early Warning  System. Use REF. 16.

8.  copies of financial viability info submitted for other call 1/2 projects and description of protective measures applied for call 1/2 projects.

9. proposed protective measures in case networth of partner is less than  cost share in current project + cost share in previous/under negotiation EU projects running over the same timespan (capital increase, subordinated shareholder loans, financial guarantee for advance, financial guarantee for cost share, decreased participation,  renunciation to advance payment, change of financial and administrative co-ordinator, change of contractor).

10. list of  EU projects with cost shares. Use REF 13.

Provide financial viability control summary on first page. Use REF 9.

Mark file with title and project acronym. Use separators labelled with contractor short name.

WHEN : Paper file to be brought at first negotiation meeting. Control summary to be emailed  3 working days before the first negotiation meeting.

3. FUNDING MODEL CONSISTENCY FILE

PURPOSE :  To check adherence to the rule prescribing that an organisation must conform to the same cost model in all RTD/demo projects in which it participates throughout the 5FWP.

HOW:

This file provides for each contractor  the  list of 5FP projects involved with the funding model applied, and the funding model proposed for the current project. Use REF 7.

Mark file with title and project acronym. Use separators labelled with contractor short name.

WHEN : Paper file to be brought at first negotiation meeting. Ecopy to be emailed  3 working days before the first negotiation meeting.

4. PAST  PROJECTS FILE

PURPOSE : To inform the PO of relevant past work with regard to the current project.

SCOPE: Covers 5FP, 4FP and other Community programmes. Running or terminated. Eventually national projects, if relevant.

HOW : This file provides for each  project :

1. project fact sheet,

2.  project summary, 

3. project budget ,

4. technical annexe or proposal .

Mark file with title and project acronym. Use separators labelled with contractor short name/project acronym.

WHEN : Paper file to be brought at first negotiation meeting.

5. MANDATE FOR CONTRACT SIGNATURE FILE

PURPOSE : The mandate to delegate a contractor's signature to the project co-ordinator provided for in the CPFs is intended as a mean to speed up the signing procedure if the contractor so wishes. In the IST Programme this is entirely an option and not mandatory - it is up to the contractor himself to decide whether to use this possibility or not.

HOW: 

A file to be established covering all contractors with standard mandate text. Use REF. 3. Co-ordinator to accept mandate with standard acceptance text. Use REF. 17. Co-ordinator to check correspondence between actual mandate and  standard version as well as correspondence  of organisation names and authorised representatives’ names between actual mandate and CPFs. 

Mark file with title and project acronym. Use separators labelled with contractor short name.

WHEN : File only to be established following green light of PO on final version of annex 1 and CPFs. 

6. MANDATE FOR CONTRACT NEGOTIATION FILE

PURPOSE : The mandate to delegate contract negotiations to the project co-ordinator is intended as a means to  have adequate representation during negotiation for partners that can not attend negotiation meetings. In the IST Programme this is entirely an option and not mandatory - it is up to the contractor himself to decide whether to use this possibility or not.

HOW: 

A file to be established covering all contractors with standard mandate text. Use REF. 10. Co-ordinator to accept mandate with standard acceptance text. Use REF. 17 mutatis mutandis. Co-ordinator to check correspondence between actual mandate and  standard version as well as correspondence  of organisation names and authorised representatives’ names between actual mandate and CPFs. File  to be established before the first negotiation meeting.  

Mark file with title and project acronym. Use separators labelled with contractor short name.

WHEN : Paper file to be brought at first negotiation meeting.

7. LABOUR RATES AND OVERHEADS FILE

PURPOSE : to identify and justify excessive daily rates and overhead %.

HOW: 

Co-ordinator to derive from CPFs the table on labour and overhead rates  in REF.5 and to provide justifications for loaded daily rates above 500 EURO and overheads above 100%.

Mark file with title and project acronym. Use separators for table and justifications labelled with contractor short name.

WHEN : Paper file to be brought at first negotiation meeting. Ecopy of table to be emailed  3 working days before the first negotiation meeting.

8. FIRST MEETING ATTENDANCE FILE .

PURPOSE :  facilitate access to negotiation meeting room, include in minutes,  cross-check coherence with mandates for negotiation.

HOW : Co-ordinator to provide:

- attendance list (names, organisation, function, contact info). Use REF 11.

WHEN : Paper file to be brought at first negotiation meeting. Ecopy of list to be emailed  3 working days before the first negotiation meeting.

9. ANNEX 1 FILE

PURPOSE : Check transformation of proposal into annex 1 in light of guidance in REF 12, recommendations for negotiation in invitation letter and ESR and negotiating PO comments.

HOW : Submit initial version by email 5 days before first negotiation meeting.  Successive versions to be clearly identified by date and version number. A new version should be provided in clear and with revision marks.

WHEN : Paper file to be brought at first negotiation meeting. Ecopy to be emailed  3 working days before the first negotiation meeting. Further versions only by email.

10. CPF FILE

PURPOSE : Check against document ‘XIIID2 checklist for cpf preparation’ in REF 14 and against SOURCE 6.

HOW : Use latest version of ELECTRA available from CORDIS. Co-ordinator to check for completeness/consistency of form data. Submit initial version by email 5 days before first negotiation meeting.  Successive versions to be clearly identified by date and version number. A new version should be explained by a short list of modifications introduced.

WHEN : Paper file to be brought at first negotiation meeting. Ecopy to be emailed  3 working days before the first negotiation meeting. Further versions only by email.

10. DOCUMENT DESCRIBING FOLLOW UP TO RECOMMENDATIONS FOR NEGOTATION

PURPOSE :  Trace and validate changes

HOW : Short indication how and where each recommendation was implemented.

WHEN : Paper file to be brought at first negotiation meeting. Ecopy to be emailed  3 working days before the first negotiation meeting. Further versions only by email.

12. DOCUMENT DESCRIBING FOLLOW UP PO CHECKLIST PRE FIRST NEGOTIATION MEETING

PURPOSE :  Trace and validate changes

HOW : Short indication how and where each element in the checklist was implemented.

WHEN : To be agreed.

3. REFERENCE TEXTS AND SPREADSHEETS

1. BANK GUARANTEE

2. PARENT COMPANY GUARANTEE

3. MANDATE FOR CONTRACT SIGNATURE

4. NETWORTH CALCULATION

5. table on labour and overhead rates

6.  DECLARATION ON LEGAL EXISTENCE

7. FUNDING MODEL LIST PAST 5FP PROJECTS

8. IDENTITY CONTROL SUMMARY

9. FINANCIAL VIABILITY CONTROL SUMMARY

10. MANDATE FOR NEGOTIATION

11. NEGOTIATION MEETING ATTENDANCE LIST

12. Additional guidance on good practice for developing Technical Annexes (Descriptions of Work)

13. LIST OF EU PROJECTS WITH COST SHARES

14. XIIID2 Check list for CPF preparation

15. DECLARATION OF EXEMPTION FROM FV CHECK

16.  DECLARATION ON NON INCLUSION UNDER EWS

17.  MODEL FOR LETTER OF ACCEPTANCE OF MANDATES BY COORDINATOR

1. BANK GUARANTEE

Model Letter of Guarantee from a bank/insurance company to the European Commission

(to be signed by an authorised representative of the bank/insurance company)











June 2000

Model

Letter of Guarantee from a bank/insurance company to the European Commission 
 (to be signed by an authorised representative of the bank/insurance company)

1. The European Community, represented by the European Commission (hereinafter “the Commission”), is planning to conclude a contract (reference no.) (hereinafter “the Contract”) with (name of the contractor concerned) (hereinafter “the Contractor”) (and with other participants in the Project) under the (insert the name of RTD programme) for a Project entitled (title of the Project) (hereinafter “the Project”).

2. Under the terms of the Contract:

a. the Contractor will participate in a cost-sharing research project.  The total amount of the allowable project costs for the Contractor have been estimated at EUR (insert the amounts in figures and words), of which the Contractor will contribute (**) %, up to a maximum amount of EUR (insert the amounts and figures and words);

b.
any dispute between the Commission and the Contractor concerning the validity, application and interpretation of the Contract will be brought before the Courts of the European Communities, the contract being governed by Belgian law [the law of the Grand Duchy of Luxembourg(.

3. (Name of  bank or insurance company) (hereinafter “the Guarantor”) hereby irrevocably undertakes to pay to the Commission, upon its first demand, all amounts owed to the Commission by the Contractor up to a maximum of EUR (insert the amount in figures and in words) if the latter fails to fulfil its contractual obligations in accordance with the terms specified in the contract and any subsequent amendments, as the case may be.  This amount may be decreased on request of the Contractor with the written agreement of the Commission but, after such a decrease, the Guarantor undertakes to increase this guarantee, upon request of the Commission by registered letter, with the amount indicated therein, up to the maximum amount specified above.

4. This guarantee may be relied on at any time during the period specified under point (6) by registered letter stating that the Contractor has failed to fulfil its contractual obligations and specifying the amount being claimed. If the amount claimed by the Commission is less than the amount of this guarantee at the moment of the receipt by the Guarantor of the registered letter, the Commission will indicate, in the aforementioned letter or in any subsequent letter addressed to the Guarantor, whether the balance must remain guaranteed. In the absence of any express written instructions of the Commission with respect to such balance, the Guarantor undertakes to guarantee the balance under the terms and conditions set out in this guarantee.

5. The Guarantor will execute the guarantee only on presentation of a registered letter from the Commission, in which the Commission specifies the amount to be repaid, or on presentation of a certified copy of a court judgement ordering the Contractor to make repayment to the Commission in full or in part.

6. This guarantee is valid from the date of its constitution up to and including the 60th day after the last payment made by the Commission pursuant to the Contract [or up to (specify date)
].

7. In the case of a financial audit initiated by the Commission before the date specified under point (6), the guarantee will be extended, upon request of the Commission, until the Contractor has reimbursed any amount as determined by the Contract or until the Commission has informed the Contractor that the audit does not require any reimbursement by the Contractor. 

8. This guarantee and the effect given to it are governed exclusively by (****) law.

9. Any dispute between the Commission and the Guarantor relating to this guarantee or to any payment made under it will be brought before the Courts in (****).

Done at (*****), on (******)
(named and signature of the authorised representative of the Guarantor)

(official stamp of the Guarantor)
2. PARENT COMPANY GUARANTEE

Model Letter for guarantee from Parent company



June 2000

Model

Letter of guarantee from a parent company of a contractor in eu research activities to the European Commission 
(to be signed by an authorised representative of the parent company)
1. The European Community, represented by the European Commission (hereinafter “the Commission”), is planning to conclude a contract (reference no.) (hereinafter “the Contract”) with (name of the contractor concerned) (hereinafter “the Contractor”) (and with other participants in the Project) under the (insert the name of RTD programme) for a Project entitled (title of the Project) (hereinafter “the Project”).

2. Under the terms of the Contract:

b. the Contractor will participate in a cost-sharing research project.  The total amount of the allowable project costs for the Contractor have been estimated at EUR (insert the amounts in figures and words), of which the Contractor will contribute (**) %, up to a maximum amount of EUR (insert the amounts and figures and words);

c. any dispute between the Commission and the Contractor concerning the validity, application and interpretation of the Contract will be brought before the Courts of the European Communities, the contract being governed by Belgian law [the law of the Grand Duchy of Luxembourg(. 

3. The Commission has determined that the Contractor does not presently have the financial resources needed to finance its share of the costs, as required in Article 8(2) of the Council Decision concerning the rules for participation in RTD actions under the 5th  Framework Programme
. Therefore, (Name of the parent company) (hereinafter “the Guarantor”) hereby irrevocably undertakes to provide the Contractor, if necessary, with the financial resources needed to finance its share of costs. 

4. The Guarantor hereby irrevocably undertakes to pay to the Commission, upon its first demand, all amounts owed to the Commission by the Contractor up to a maximum of EUR (insert the amount in figures and words), if the latter fails to fulfil its contractual obligations in accordance with the terms specified in the contract and any subsequent amendments, as the case may be. 

5. This guarantee may be relied on at any time during the period specified under point (7) by registered letter stating that the Contractor has failed to fulfil its contractual obligations and specifying the amount being claimed. If the amount claimed by the Commission is less than the amount of this guarantee at the moment of the receipt by the Guarantor of the registered letter, the Commission will indicate, in the aforementioned letter or in any subsequent letter addressed to the Guarantor, whether the balance must remain guaranteed. In the absence of any express written instructions of the Commission with respect to such balance, the Guarantor undertakes to guarantee the balance under the terms and conditions set out in this guarantee.

6. The Guarantor will execute the guarantee only on presentation of a registered letter from the Commission, in which the Commission specifies the amount to be repaid, or on presentation of a certified copy of a court judgement ordering the Contractor to make repayment to the Commission in full or in part.

7. This guarantee is valid from the date of its constitution up to and including the 60th day after the final payment made by the Commission pursuant to the Contract [or up to (specify date)
]

8. In the case of a financial audit initiated by the Commission before the date specified under point (7), the guarantee will be extended until the Contractor has reimbursed any amount due as a result of this financial audit, or until the Commission has informed the Contractor that the audit does not result in any reimbursement by the Contractor. 

9. This guarantee and the effect given to it are governed exclusively by Belgian law [the law of the Grand Duchy of Luxembourg(.

10. Any dispute between the Commission and the Guarantor relating to this guarantee or to any payment made under it will be brought before the Courts of the European Communities.

Done at (*****), on (******)
(named and signature of the authorised representative of the Guarantor)

(official stamp of the Guarantor)

3. MANDATE FOR CONTRACT SIGNATURE
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Annex 1 
Mandate (1 form per participant) 122

Participant Role 22

Participant No 23

Assistant to Contractor No 24


Organisation Legal Name 52


[Place……………………]

[Address of Co-ordinating organisation]

The contractor [
]
, represented for the purpose hereof by [………………………….]
, grants power of attorney to the co-ordinating organisation [………………………………….]
 to act in its name and for its account in signing the contract corresponding to the project

[…….………]

concluded with the Commission of the European Communities.

[………………]

legal representative of

[……………….]

[……………….]

[……………….]

[ ………………..]

4. NETWORTH CALCULATION

Annex 2

Financial data



Shared Cost RTD CPF Form – Annex 2 Part 1/2
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Annex 2 
Financial Data (1 form per participant) 123

Participant Role 22

Participant No 23

Assistant to Contractor No 24


Organisation Legal Name 52


Currency used

Currency105:




Historical data



Company

t-1
t0

BALANCE SHEET (Balance Sheet Currency)








ASSETS






1. Subscribed capital unpaid




2. Fixed assets 




2.1. Intangible fixed assets




2.2. Tangible fixed assets




2.3. Financial assets




3. Current assets




3.1. Stocks




3.2.1. Debtors due after one year




3.2.2. Debtors due within one year




3.3. Cash at bank and in hand




3.4. Other current assets




Total assets











LIABILITIES






4. Capital and reserves




4.1. Subscribed capital




4.2. Reserves




4.3. Profit and loss brought forward




5. Creditors




5.1.1 Long term non-bank debt 




5.1.2 Long term bank debt 




5.2.1. Short term non-bank debt 




5.2.2. Short term bank debt 




Total liabilities










Shared Cost RTD CPF Form – Annex 2 Part 2/2
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Annex 2 
Financial Data (1 form per participant) 123

Participant Role 22

Participant No 23

Assistant to Contractor No 24


Organisation Legal Name 52


Currency used

Currency105:




Historical data



Company

t-1
t0

BALANCE SHEET (Balance Sheet Currency)








PROFIT AND LOSS ACCOUNT















6. Turnover




7. Variation in stocks




8. Other operating income




9. Costs of material and consumables




10. Added value




11. Staff costs




12. Gross operating profit




13. Depreciation and value adjustments on non financial assets




14. Net operating profit




15. Financial income and value adjustments on financial assets




16. Interest paid 




17. Similar charges




18. Profit or loss on ordinary activities




19. Extraordinary income and charges 




20. Taxes on profits 




21. Profit or loss for the financial year









22. Profit or loss for the financial year + Depreciation




APPLICATION FORM

 ASSETS "4th ACCOUNTING DIRECTIVE (Article 9)"


1. Subscribed capital unpaid

A. Subscribed capital unpaid
A. Subscribed capital unpaid (including unpaid capital)

2. Fixed assets 

C. Fixed Assets


2.1. Intangible fixed assets

B. Formation expenses as defined by national law

C. I. Intangible fixed assets
B. Formation expenses as defined by national law

C.I.1. Cost of research and development 

C.I.2.Concessions, patents, licences, trade marks and similar rights and assets, if they were: (a) acquired for valuable consideration and need not be shown under C 

2.2. Tangible fixed assets

C.II.Tangible fixed assets
C.II.1. Land and buildings 

C.II.2. Plant and machinery

C.II.3. Other fixtures and fittings, tools and equipment 

C.II.4. Payment on account and tangible assets in course of construction

2.3. Financial assets

C.III.Financial assets
C.III.1.Shares in affiliated undertakings

C.III.2. Loans to affiliated undertakings 

C.III.3. Participating interests

C.III.4.Loans to undertakings with which the compagy is linked by virtue of participating interest

C.III.5.Investments held as fixed assets

3. Current assets

D. Currents assets


3.1. Stocks

D.I.Stocks
D.I.1. Raw materials and consumables

D.I.2. Work in progress

D.I.3. Finished products and goods for resale

D.I.4 Payment on account

3.2.1. Debtors, due and payable after more than one year 

D.II. Debtors, due and payable after more than one year 
D.II.1. Trade debtors

D.II.2. Amounts owed by affiliated undertakings

D.II.3. Amounts owed by undertakings with  which the compagny is linked by virtue of participating interest

D.II.4. Others debtors

D.II.6. Prepayments and accrued income

3.2.2. Debtors, due and payable within a year 

D.II. Debtors  due and payable within a year
D.II.1. Trade debtors

D.II.2. Amounts owed by affiliated undertakings

D.II.3. Amounts owed by undertakings with  which the company is linked by virtue of participating interest

D.II.4. Others debtors

D.II.6. Prepayments and accrued income

3.3. Cash at bank and in hand

D.IV. Cash at bank and in hand
D.IV. Cash at bank and in hand

3.4. Other current assets

D.III Investments
D.III.1. Shares in affiliated undertakings

D.III.2.Own shares (with an indication of their nominal value or, in the absence of a nominal value, their accounting par value)

D.III.3. Other investments

Total assets

Total assets


APPLICATION FORM

LIABILITIES / 4th ACCOUNTING DIRECTIVE (Article 9)


4. Capital and reserves

A. Capital and reserves


4.1 Subscribed capital

A.I. Subscribed capital 

A.II. Share premium account
A.I. Subscribed capital 

A.II. Share premium account

4.2. Reserves

A.III. Revaluation reserve

A.IV. Reserves
A.III. Revaluation reserve

A.IV.1. Legal reserve, in so far as national law requires such a reserve

A.IV.2. Reserve for own shares 

A.IV.3. Reserves provided for by the articles of association

A.IV.4. Other reserves

4.3. Profit and loss 

brought forward

A.V Profit and loss brought forward from the previous years

A.VI. Profit or loss for the financial year
A.V Profit and loss brought forward from the previous years

A.VI. Profit or loss for the financial year

5. Creditors

C. Creditors  


5.1.1. Long term non-bank debt

B. Provisions for liabilities and charges  ( > one year)

C. Creditors  ( > one year)
B.1. Provisions for pensions and similar obligations 

B.2. Provisions for taxation 

B.3. Other provisions 

C.1. Debenture loans

C.3. Payments received on accounts of orders in so far as they are not shown separately as deductions from stocksTrade creditor

5.1.2. Long term bank debt

C. Creditors "credit institutions" ( > one year)
C.2 Amounts owed to credit institutions

C.5. Bills of exchange payable

5.2.1. Short term non-bank debt

B. Provisions for liabilities and charges  ( < or = one year)

C. Creditors ( < or = one year)
B.1. Provisions for pensions and similar obligations. 

B.2. Provisions for taxation. 

B.3. Other provisions. 

C.1. Debenture loans

C.3. Payments received on accounts of orders in so far as they are not shown separately as deductions from stocksTrade credit

5.2.2. Short term bank debt

C. Creditors "credit institutions" ( < or = one year)
C.2 Amounts owed to credit institutions

C.5. Bills of exchange payable

Total liabilities

Total Liabilities







APPLICATION FORM

 PROFIT AND LOSS ACCOUNT / 4th ACCOUNTING DIRECTIVE (Article 23)


6.Turnover

1. Net turnover
1. Net turnover

7. Variation in stocks

2. Variation in stock of finished goods and in work in progress 
2. Variation in stock of finished goods and in work in progress 

8. Other operating income

3. Work performed by the undertaking for its own purposes and capitalized.

4. Other operating income
3. Work performed by the undertaking for its own purposes and capitalized.

4. Other operating income

9. Costs of material and consumables

5. (a) Raw materials and consumables

5. (b) Other external charges

8. Other operating charges 
5. (a) Raw materials and consumables

5. (b) Other external charges

8. Other operating charges 

10. Added value

Added value =1+2+4-(5a+5b)


11. Staff costs

6. Staff costs
6.(a) Wages and salaries

6.(b) social security costs

12. Gross operating profit

Added value - staff costs = [1+2+4-(5a+5b)] - 6


13. Depreciation and value adjustments on non financial assets

7. Depreciation and value adjustments on non financial assets
7.(a) Value adjustments in respect of formation expenses and of tangible and intangible fixed assets

7. (b) Value adjustments in respect of current assets, to the extent that they exceed the amount of value adjustments which are normal in the undertaking 

14. Net operating profit

(Added value - staff costs) - Depreciation and value 

adjustments on non-financial assets = [1+2+4-(5a+5b)] - 7


15. Financial income and value adjustments on financial assets

Financial income and value adjustments on financial assets
9. Income from participating interests

10. Income from other investment and loans forming part of the fixed assets

11. Other interest receivable and similar income

12. Value adjustments in respect of financial assets and of investments held as current ass

16. Interest paid

 Interest paid
13. Interest  and similar charge

17. Similar Charges

 Similar Charges


18. Profit or loss on ordinary activities

Profit or loss on ordinary activities

=[ [1+2+4-(5a+5b)] - 7] + [(9+10+11)-(12+13)]


19. Extraordinary income and charges

Extraordinary income and charges
16. Extraordinary income

17. Extraordinary  charges

20. Taxes 

Tax on profit or loss on ordinary activities

Tax on extraordinary profit or loss
14. Tax on profit or loss on ordinary activities

19. Tax on extraordinary profit or loss 

20. Other taxes not shown under the above items

21. Profit or loss for the financial year

Profit or loss for the financial year 
21. Profit or loss for the financial year 



22. Profit or loss for the financial year + Depreciation

Profit or loss for the financial year + Depreciation 




Financial Data.  Form (Annex 2)

1. Financial data

All private organisations and individuals participating under the FC and FF cost models must fill in this form. It provides the basis for the calculation by the Commission services to verify that the organisation has the necessary human and financial resources to carry out the work. The explanations to the form are provided immediately after the form. The t stands for time, so that t0 is the latest year for which account is available and t-1 the  year preceding.

The form should be filled in the currency used by the organisation for their balance sheets. 

Annex 2 is not completed by government organisations, universities or other such public bodies
5. table on labour and overhead rates

Project Number and Acronym:











Summary of labour rates, Overhead rates, gross labour rates and Overhead percentage











Hrs. per day: 7,50























Contractor's full name
Country code
Staff category
AC/FC/FF
Labour rate /h €
Labour rate /day
OH rate /h €
OH rate /day
Loaded rate /day*
OH %
Recommended action






0,00

0,00
0,00
#DIV/0!







0,00

0,00
0,00
#DIV/0!







0,00

0,00
0,00
#DIV/0!







0,00

0,00
0,00
#DIV/0!







0,00

0,00
0,00
#DIV/0!







0,00

0,00
0,00
#DIV/0!







0,00

0,00
0,00
#DIV/0!







0,00

0,00
0,00
#DIV/0!







0,00

0,00
0,00
#DIV/0!







0,00

0,00
0,00
#DIV/0!







0,00

0,00
0,00
#DIV/0!







0,00

0,00
0,00
#DIV/0!







0,00

0,00
0,00
#DIV/0!


* if less than EURO 500,- OK

* if between EURO 500,- and EURO 1000,- justification is needed on case by case basis. For instance, the following criteria could be taken into account; the size of the organisation (SME, Multinational), the country where the orgainsation is established, the status of the employee (senior, junior) and the number of estimated working hours

* if over EURO 1000,- justification is needed in all cases

6.  DECLARATION ON LEGAL EXISTENCE

[Place……………………]

[Address of Co-ordinating organisation]

The contractor [
]
, represented for the purpose hereof by [………………………….]
 declares that it is not subject to legal procedures of bankruptcy or liquidation at the moment of writing.

[………………]

legal representative of

[……………….]

[……………….]

[……………….]

[ ………………..]

7. FUNDING MODEL LIST PAST 5FP PROJECTS

CURRENT FUNDING MODEL

PROJECT ACRONYM

PROJECT NUMBER

CONTRACTOR NAME

FUNDING MODEL 

PAST FUNDING MODELS OF CONTRACTOR

PROJECT NAME
PROJECT NUMBER 
FUNDING MODEL(FF FC AC)

8. IDENTITY CONTROL SUMMARY

contractor

SHORT NAME
legal name

PROOF

DOCUMENT
LEGAL

NAME 

IN CPF
LEGAL

NAME

IN MANDATE FOR

NEGOTATION
document proving legal name
LEGAL FORM
DOCUMENT DESCRIBING LEGAL FORM
DECLARATION LEGAL EXISTENCE
COMPANY BROCHURE
LAST ANNUAL REPORT



TEXT
TEXT
TEXT
TEXT
Y/N NAME OF DOC
TEXT
Y/N
Y/N
Y/N
Y/N














































































DATE 

9. FINANCIAL VIABILITY CONTROL SUMMARY

contractor

SHORT NAME
ANNEX II

IN EURO

TO AND 

T0-1
ANNEX 

II IN NAT.

CURRENCY

T0 AND

T0-1
BALANCE SHEET

TO
BALANCE SHEET T0-1
OUTPUTTHIRD

PARTY FINANCIAL INFO

PRODUCERS

T0 AND T0-1
RECENT MODIFICATIONS

TO ANNEXII
DECLARATION

EWS
CALL1/2

LFV

INFO

AND

PROTECTIVE

MEASURES
PROPOSED

PROTECTIVE

MEASURES
LIST OF EU PROJECTS WITH 

COST SHARES



TEXT
Y/N
Y/N
Y/N
Y/N
Y/N
TEXT
Y/N
Y/N
Y/N
Y/N





















































































DATE :

10. MANDATE FOR NEGOTIATION

[Place……………………]

[Address of Co-ordinating organisation]

The contractor [
]
, represented for the purpose hereof by [………………………….]
, grants power of attorney to the co-ordinating organisation [………………………………….]
 to act in its name and for its account in negotiating the contract corresponding to the project

[…….………]

that might be concluded with the Commission of the European Communities.

[………………]

legal representative of

[……………….]

[……………….]

[……………….]

[ ………………..]

11. NEGOTIATION MEETING ATTENDANCE LIST

PROJECT ACRONYM:

PROJECT NUMBER:

NAME

TITLE

FIRST NAME

ORGANISATION NAME

ADDRESS

PHONE

FAX

EMAIL

WWW

12. Additional guidance on good practice for developing Technical Annexes (Descriptions of Work)

Additional guidance on good practice for developing Technical Annexes (Descriptions of Work) - to be read in conjunction with the Guidelines for Contract Preparation for Co-ordinators of IST projects (http://www.cordis.lu/ist/cont-prep.htm)

Translation of proposal to TA: general considerations

Provide a very clear statement of the problem being addressed by the project, with an equally clear definition of the objectives - these must subsequently be translated clearly into the milestones, work package definitions, deliverables, and schedule.  Objectives should be clear about strategic goals (ie end goals of the project); technical objectives; and research objectives.

Reduce and focus the text sections on community added value, contribution to social objectives, economic development (sections C3, C4, C8 of the proposal) to what is realistic for the project and to what can be delivered - it is no longer necessary to 'sell' the proposal.

Remove passages of text designed to demonstrate the know-how or experience of the partners and concentrate on concise descriptions of the work to be carried out. Remember that the Programme of Work in Annex 1 is a contractual document and will be used as a basis on which to measure the extent to which the project has carried out its stated objectives.

Set out clear workplan structure, with phases, milestones; describe system architecture proposed (diagrammatically if possible) in the Introduction to the workplan (§9)

In Workpackage descriptions, remove anonymity, identify clearly the partner responsible at WP and at task level (if appropriate) and the partners involved in the work.  The descriptions (at WP and task level if necessary) should identify: any prerequisites or dependencies; objectives; methodology/approach; tasks; results and formal deliverables. 

Resource allocation: avoid over-granularity. (eg "everyone one person-month")

Workprogramme design considerations:

The following information should be present in the workplan, as part of the introduction and in the individual workpackage descriptions.

Research component: important to define and quantify the actual research being performed, what are the research objectives, who does the research, costs of the research component, dissemination strategy for research results, plus contingency planning if research results fail to materialise or are delayed.

Risk management: given the research nature of the projects there must be a clear plan concerning risk management

Standards: clear identification of all relevant standards being used or conformed to, and documentation/justification of any non-standard developments foreseen;

Hardware: the use of hardware technologies and infrastructures must be identified, and the choice(s) should be clearly justified

Software methodologies: the use of software methodologies, tools, products, etc. should be documented, and the choice(s) should be clearly justified

Unknowns concerning hardware/software/architecture should de identified and it should be clear where the decision points are, what are the basic decision issues, and who will decide

Outline architecture of the proposed system(s) should be provided

Development methodology: base on iterative development cycle of protoypes with user testing, feed back etc

User involvement: clear, well defined, adequate and appropriate for the problem.   Strong focus on 'constituency' actors (ie archives, libraries, museums as content owners and/or service providers).

User trials: clear definition and scheduling, quantification and scope of each, links to iterative development cycle.  Test should take account of different user profiles, needs etc to ensure generic validity of the developments

Dissemination: this is critical and requires active involvement of all partners throughout the project life-cycle.

Deliverables

These include not only reports and documentation but also software, hardware, Web sites etc which may not be formally transmitted to the Commission but which are a result of the project.

Focus on identifying main technical deliverables, aggregating internal and supporting documents into main high quality results - a rule of thumb is one high-quality deliverable per workpackage.  These should be public or have a public component.  Aim is at least one high quality public deliverable every 6 months..

As much as possible, identify links between costs and deliverables.

Dissemination

Special attention must be given to the ways in which information about the project and its results will be disseminated whether in the form of web-based information (including project web-site), printed articles, brochures or papers at conferences and workshops.  Actions and outputs should include:

Web site - up and running as soon as possible and before month 3.

High quality project brochure if possible in different formats and multi-lingual

One major awareness and dissemination action during the project (development of a thematic portal, conference/workshop, major public deliverable such as book or study report, exhibition, etc.)

One professionally written "editorial" every 6 months - for public distribution on project and Commission web site

Fact sheets, updated at 6-monthly intervals, on project objectives, consortium, contact details, public deliverables, results, etc. - for public distribution on project and Commission web site

Package(s) of copyright free material, images, video clips, etc. according to PROSOMA specifications, for Web dissemination

Dissemination and Use (Exploitation) plan

The exploitation plan should be available within 6 months of the start and be revised every 6 months.  Exploitation planning should cover not only overall project results, but also sub- or partial results, components, tools, etc.

Exploitation is not only commercial exploitation, but includes skills, academic performance, publications, patents, licences, public code, architectures, methods, techniques, continuity of services developed.

Self assessment and evaluation

May be a separate Workpackage or included as part of project management, eg if linked to proposed q.a. methods and external assessments.

Management methods and structures

Identify management and planning software to be used

Identify what quality assurance methodology will be used (e.g. ISO-9000 series), and explain relationship to assessment and evaluation

Communications policy: document management and control, exchange of information etc

Define: management responsibilities; how the consortium works together; decision making procedures; problem resolution;  meetings and schedule

Consortium agreement: commitment to produce within within 2 months of the start of the project.

Management and progress reports

Management and progress reports: The TA should provide for management reports at every 2 months, and progress reports at every 6 months.  Templates will be provided at kick-off if not before.  (See guidelines and check list).  Management and progress reports will be required to be meaningful and of high quality.

Final report

Final report: again a high quality, public deliverable is needed (confidential information can be provided in Annex)

Clustering and concertation

IST special conditions, Annex III to the contract: obligations to participate in concertation activities (including annual IST days), etc.

Supporting documents:

Financial tables indicating costs, etc. per work package, per participant and per cost period, though these will not finally figure in the contract.  The total effort in these tables should tally with that in the Workpackage descriptions and also with the total effort for each partner in the Contract Preparation Forms.  

Project schedule:  In parallel with the preparation of the workplan, attention should be given to developing a realistic project schedule.  This will be required at project kick-off and for inclusion in the project handbook. It should identify dates for submitting deliverables and project reports as well as any events (conferences, workshops) which form part of the programme of work.  It should be possible to translate the schedule into actual calendar dates once the project has been kicked off.
13. LIST OF EU PROJECTS WITH COST SHARES


Use excel ss

PROJECT ACRONYM

PROJECT NUMBER

CONTRACTOR SHORT NAME

PROJECT ACRONYM
NR/EU PROGRAMME
TOTAL COSTOF PARTNER IN EUR

FOR PROJECT
EU FUNDING FOR PARTNER

IN EUR
COST SHARE

OF PARTNER IN EUR
START DATE
DURATION
SP

% EXPRESSING DURATION IN PROJECT WHICH OVERLAPS WITH NEW PROJECT DURATION
SPCS

COST SHARE OF PARTNER IN EUR*SP 

 CURRENT PROJECT









OTHER PROJECT1









OTHER PROJECTN



















A)TOTAL OF COST SHARES OF PARTNER IN ALL EU FUNDED PROJECTS OVER SAME DURATION AS CURRENT PROJECT









B)NETWORTH AS PER ANNEX II











C=B-A









14. XIIID2 Check list for CPF preparation

The following is a check-list of points which caused problems and iterations in the previous contract negotiations, particularly with respect to the Contract Preparation Forms.

· legal name - this will be checked.  It is NOT the entity which has budgetary autonomy but the legal entity which counts.  Supporting documents which prove the legal name are essential - extract from company register, VAT registration, articles of incorporation, constitution etc

· legal name and signatories: the contract preparation tool takes these directly from the CPF ELECTRA files - it is therefore critical that these are correct.

· mandates - on headed paper, with institutional stamp mandatory for universities, in 2 originals.  The name on the mandate must be exactly the same legal name as that in the CPF form and, therefore, the contract.

· acceptance of mandates - on headed paper, from the coordinator, accepting the mandates of the mandating organisations - using legal names as on CPF forms

· labour costs - where these exceed 500 EUROs per day, inclusive of overheads, then justifications are needed for the file, in form of information on salary scales and relationship to national norms.

· overheads - where these exceed 200% then information is needed on how these are calculated, with reference to any previous audits carried out by DGINFSO.  For overheads in the range 100-200% information should also be prepared on how they are calculated.

· total effort: the total effort is inserted in the budget overview, calculated from the individual CPF forms.  This must be the same as the accumulated total of the WP effort in the Description of Work

· Annex II - provide legible information from audited accounts, published reports that substantiates the information provided in the tables on Annex II

· Distinguish what is included in intangible assets, in particular identify elements attributable to goodwill, start-up - so that net worth can be accurately established.

· Be careful about the partner numbering and for allocating the correct relationship between contractors and associated contractors.

· Do not confuse AC = associated contractor and AC = Additional Costs.

· Funding models: Associations, Foundations etc are not eligible to apply the AC model.  In all Member States, legislation ensures they must provide annual accounts which the Commission deems adequate for the FF or FC model.

15.  DECLARATION ON EXEMPTION FROM FV CHECK

[Place……………………]

[Address of Co-ordinating organisation]

The contractor [
]
, represented for the purpose hereof by [………………………….]
 declares that it is exempted from the financial viability test to be carried out by the Commission, under the exemption for a public body/ for an entity fully owned by a public body/ for a large company or organisation publicly known to have adequate financial resources.

[………………]

legal representative of

[……………….]

[……………….]

[……………….]

[ ………………..]

16.  DECLARATION ON NON INCLUSION UNDER EWS

[Place……………………]

[Address of Co-ordinating organisation]

The contractor [
]
, represented for the purpose hereof by [………………………….]
 declares that it is at the moment of writing not aware of any inclusion under the Commission's Early Warning System.

[………………]

legal representative of

[……………….]

[……………….]

[……………….]

[ ………………..]

17.  MODEL FOR LETTER OF ACCEPTANCE OF MANDATES BY COORDINATOR

YOUR LETTERHEAD

Letter of acceptance of Mandates

We, the undersigned, hereby accept the mandate granted to us by:

-Name of company

-Name of company

etc.

legally to represent them in relations with the European Commission with respect to the contract IST-year- number (project acronym) and signature thereof.

Place, date

LEGAL REPRESENTATIVE

Status (President, manager etc.)

P.S. remember that you must use company paper, where the name is clearly mentioned as well as address and other relevant company details.






�     If a date is specified, it must be at least 4 months after the end of the duration of the project  which is   mentioned  in Article 2.1 of the Contract.


� 	Council Decision 1999/65/EC of 22.12.1998 (OJ L 26, 1.2.1999, p. 46).


�     If a date is specified, it must be at least 4 months after the end of the duration of the project which is mentioned in Article 2.1. of the Contract.


   


� 	The contractor (legal name of the organisation)


� 	The legal representative of the contractor (person holding signatory powers)


� 	The co-ordinator (legal name of the organisation)


� 	Title of the project and number of the proposal


� 	The legal representative of the contractor (person holding signatory powers)


� 	The contractor (legal name of the organisation)


� 	Date


� 	Signature of legal representative


� 	Contractor’s seal


� 	The contractor (legal name of the organisation)


� 	The legal representative of the contractor (person holding signatory powers)


� 	The legal representative of the contractor (person holding signatory powers)


� 	The contractor (legal name of the organisation)


� 	Date


� 	Signature of legal representative


� 	Contractor’s seal


� 	The contractor (legal name of the organisation)


� 	The legal representative of the contractor (person holding signatory powers)


� 	The co-ordinator (legal name of the organisation)


� 	Title of the project and number of the proposal


� 	The legal representative of the contractor (person holding signatory powers)


� 	The contractor (legal name of the organisation)


� 	Date


� 	Signature of legal representative


� 	Contractor’s seal


� 	The contractor (legal name of the organisation)


� 	The legal representative of the contractor (person holding signatory powers)


� 	The legal representative of the contractor (person holding signatory powers)


� 	The contractor (legal name of the organisation)


� 	Date


� 	Signature of legal representative


� 	Contractor’s seal


� 	The contractor (legal name of the organisation)


� 	The legal representative of the contractor (person holding signatory powers)


� 	The legal representative of the contractor (person holding signatory powers)


� 	The contractor (legal name of the organisation)


� 	Date


� 	Signature of legal representative


� 	Contractor’s seal
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