


Proposal
Submission Preparatory Checklist

• Decide on the funding opportunity that you want to apply for.  
Funding Opportunities are categorised as Work Programmes,  Calls,  
Topics and  Types of  Actions. Programmes are listed under the 
Horizon 2020 title. 

• Select your Partners. Most calls require a  consortium of three
organisations (i.e.  participants).  

• Register as a user in the European Commission Authentication
Service (EU Login).

• Your organisation and your Partner organisations must register in 
the Participant register and receive a Participant Identification
Code (PIC).
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• Have a look on CORDIS at the FP7 and H2020 projects funded in the field of your 
interest: http://cordis.europa.eu/projects/home_en.html.

• Upload your profile and/or partner search on the NCPs’ Networks’ websites, e.g.:
• NMPB: https://www.nmp-partnersearch.eu/
• ICT: http://www.ict-idealist.eu/
• Space: http://ncp-space.net/space-research/thematic-information/partner-search/
• Health: http://mm.fitforhealth.eu/
• Food security, Sustainable Agriculture, Marine and Maritime Research and the 

Bioeconomy: http://www.ncp-biohorizon.net/profiles
• Energy: http://www.partnersearch.c-energy2020.eu/
• Transport : http://www.transport-

ncps.net/index.php?option=com_k2&view=item&layout=item&id=400&Itemid=370
• Climate action, environment, resource efficiency and raw materials: 

http://partnersearch.ncps-care.eu/
• Inclusive, innovative and reflective societies: 

http://www.net4society.eu/public/pss.php
• Secure society: http://www.security-research-map.eu/index.php?file=insert.php

• Be active on LinkedIn groups: 
https://www.linkedin.com/groups?gid=3731775&trk=anet_ug_parent

• Use your previous relationships with European organizations.

Tools to build a consortium

http://cordis.europa.eu/projects/home_en.html
https://www.nmp-partnersearch.eu/
http://www.ict-idealist.eu/
http://ncp-space.net/space-research/thematic-information/partner-search/
http://mm.fitforhealth.eu/
http://www.ncp-biohorizon.net/profiles
http://www.partnersearch.c-energy2020.eu/
http://www.transport-ncps.net/index.php?option=com_k2&view=item&layout=item&id=400&Itemid=370
http://partnersearch.ncps-care.eu/
http://www.net4society.eu/public/pss.php
http://www.security-research-map.eu/index.php?file=insert.php
https://www.linkedin.com/groups?gid=3731775&trk=anet_ug_parent
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Roles in the consortium
• Proposal Coordinator. The Proposal Coordinator acts as the single point of contact

between the participants and the Commission for any given proposal. The 
Proposal Coordinator is generally responsible for the overall planning of the 
proposal; for building up the consortium that will do the work, and (s)he is always
the first participant. 

• Partner. If you are a Partner to a proposal, you will be invited by the Proposal
Coordinator to fill the administrative forms that contain the contact and address
details. Most of the fields will be pre-filled with information already provided to 
the Commission services in order to save time and to ensure better data quality.



Starting the proposal
submission online













Participant Identification Code

When you select your organization and it
has a validated PIC, this action will be  
communicated to the LEAR or/and 
Account Administrator via an email sent
automatically to them. The same applies
when removing a validated organization
from a proposal. 



Note: Before you can invite a Partner, your partner must havea PIC 





Part A
Administrative forms



The Main Contact is the only person that can complete the form, including
the budget table and all other administrative details. Partners can preview

the form and edit their contact detail information.















Part B
Technical Part



What is a project?
A project is a set of complex and interrelated activities with a 
well-defined objective to be achieved through synergical and 

coordinated efforts in a predetermined time and with a specific
amount of financial and human resources.

A project is characterised by the ‘uniqueness’ of its elements:
• Time, financial, human resources’ limitations, exc.
• Specificities with respect to other projects
• Objectives –> quality of results -> unique product or service



Budget (costs)

Objectives

Start 

Project life span

(Time)





Part B.I [Technical Section: technical content 
for RIA and IA] 

1. Excellence 
1.1 Objectives 
1.2 Relation to the CS2JU Work Plan
1.3 Concept and approach
1.4 Ambition

2. Impact
2.1 Expected Impact
2.2 Measures to maximize impact

2.2.1 Dissemination and exploitation of results
2.2.2 Communication activities  

3. Implementation
3.1 Description of work — Work packages, deliverables and 

milestones
3.2 Management Structure and Procedures

3.2.1 Capabilities
3.2.2 Structure and procedures 
3.2.3 Risks 

3.3 Consortium/ Clusters as a whole (where applicable)
3.4 Resources to be committed 



1. EXCELLENCE





1.1 Objectives
• The project objectives must be clear, complete and 

agreed upon by the consortium members. 
• A project must aim at the delivery of a result like a 

certain product or process innovation, a research, ecc.
• Both the proper definition of the project objectives and 

the effective planning of the project life cycle are 
crucial to exploit opportunities and avoid
contingencies, as well as for the overall success of the 
project, as they allow a clear resources allocation and a 
detailed definition of the intermediate performances.
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General 
objective

Specific
objectives
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Relation to the work programme
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PROJECTS NEED TO DEMONSTRATE HOW 
THEIR OBJECTIVES AND PLANNING ARE 
TARGETED TO THE NEEDS/PROBLEMS OF 
END-USERS;



Technology Readiness Levels (TRL) 
Where a topic description refers to a TRL, the following definitions apply, unless 
otherwise specified: 
• TRL 1 – basic principles observed 
• TRL 2 – technology concept formulated 
• TRL 3 – experimental proof of concept 
• TRL 4 – technology validated in lab 
• TRL 5 – technology validated in relevant environment (industrially relevant 

environment in the case of key enabling technologies) 
• TRL 6 – technology demonstrated in relevant environment (industrially 

relevant environment in the case of key enabling technologies) 
• TRL 7 – system prototype demonstration in operational environment
• TRL 8 – system complete and qualified 
• TRL 9 – actual system proven in operational environment (competitive 

manufacturing in the case of key enabling technologies; or in space) 

The types of action RIA and IA refer INDICATIVELY to:
• RIA up to TRL 5
• IA up from TRL 6 to TRL 9





XXX

XXX

XXX

XXX

XXX

XXX

XXX

XXX

YYY

YYY

YYY

YYY

YYY

XXX

YYY

YYY

National or 
international 
R&I activities 
linked with 
the project
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EXCELLENCE: Evaluation Summary Reports





2. IMPACT





2.1.2 ANY SUBSTANTIAL USE THAT WOULD 
INHANCE INNOVATION CAPACITY… 

• Innovation potential
• How much benefit (innovation) can the project

results potentially deliver?

• Innovation capacity
• Do the project results have the potential to stimulate

further innovations, and/or increase the amount of 
benefits delivered?

• Can the project results be used in other areas
(beyond the project objectives)?















Open Access to Research Data
The open access pilot was extended by the Commission to all thematic areas of H2020
including also the Clean Sky 2 Joint Undertaking.

Research data : research data generated and collected during the project, needed to
validate results of the project presented in scientific publications ( so called “underlying
data”) or other data identified by the partners

When applying applicants  shall consider whether to: 

Opt – in (default option)

Activation of article 29.3 ‘’Open access to research 
data’’ 

• Inform the PO and the TM in the GA preparation
phase

• Agree on implementation aspects by ensuring
compliance with Article 8 of IA

• Submit the Data Management Plan (DMP,
mandatory) within 6 months from the date of the
signature of the GA (to be set as a deliverable) and to
be updated during the project

Opt – out

DMP is optional

Opt-out possible at any stage (both
before and after the GA signature)

Conditions to opt-out are described in
in Annex L of the H2020 Work
Programme

http://ec.europa.eu/research/participants/data/ref/h2020/other/wp/2018-2020/annexes/h2020-wp1820-annex-l-openaccess_en.pdf


Art 29.3 -> obligation for the partners to make the data
identified in the Data Management Plan accessible,
usable and exploitable by third parties through the
deposit on a public repository

Open Access to Research Data : opt- in 

üDeposit the data in a research data repository of their choice

üEnsure that it is possible to access, mine, exploit, reproduce and
disseminate free of charge

üProvide information about tools and instruments at the disposal of
the beneficiaries for validating the results











Remember:
From the point of view of the European 
Commission, good dissemination and 
communication means:
A better understanding and an increased 
awareness by stakeholders and the general 
public of the opportunities offered by the EC, 
and ultimately an enhanced recognition of the 
added value of EU funded actions. 



IMPACT: Evaluation Summary Reports





3. IMPLEMENTATION
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• What the various activities are
• When each activity begins and ends
• How long each activity is scheduled to last
• Where activities overlap with other activities, and by how much
• The start and end date of the whole project

ü SHOW THE DEPENDENCY/RELATIONSHIPS BETWEEN ACTIVITIES
ü CAN BE USED TO SHOW CURRENT SCHEDULE STATUS USING PERCENT-

COMPLETE SHADINGS
ü CONTROL POINT IN THE TIME SCHEDULE

3.1 Work plan 
GANTT CHART
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GANTT CHART
EXAMPLES



Project phases
• The project phases are not sequential, but they

may proceed in parallel according to a concurrent
approach, where activities can be carried out 
parallerarly. 

• In principle, the transition from a project phase to 
the other implies a tecnical transfer or a 
handover.

• Indeed, the work plan is structured in activities
(through the Work Breakdown Structure) where
‘deliverables’ are identified as intermediate 
releases.



Work Breakdown Structure (WBS)
• The Project Management Body of Knowledge 

(PMBOK) defines the work breakdown structure 
as a "deliverable oriented hierarchical 
decomposition of the work to be executed by the 
project team.”

• The WBS visually defines the scope into 
manageable chunks (e.g. work package) made of 
the activities to be carried out in order to achieve
the objective of the project. 

• Each level of the work breakdown structure 
provides further definition and detail. 



Work package
• The work package level is the lowest level of a 

WBS.
• A work package is a group of related 

tasks/activities within a project.
• Each task has an expected duration, budget 

and/or resources.
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ü explicitly defines and 
makes visible 
dependencies 
(precedence 
relationships) between 
the work breakdown 
structure elements

ü facilitates identification 
of the critical path and 
makes this visible

ü reduces overlapping of 
activities and tasks

3.1 Work plan 
PERT DIAGRAM



WORK PACKAGE LEADER

• Include distinct work 
packages on 
MANAGEMENT and 
DISSEMINATION.

• Do not exceed with 
the number of work 
packages (max 7), 
tasks and deliverables
(ideally one per task).

• For every task identify
a task leader and task 
supporters.

• No graphs in the work 
packages table.

3.1 Work plan 
WORK PACKAGE
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Delivery dateQuantifiable

The deliverables of all the work packages are gathered in a comprehensive table (T3.1 below) 
specifying their main features. 

A ‘DELIVERABLE’ IS A DISTINCT OUTPUT OF THE PROJECT, MEANINGFUL IN
TERMS OF THE PROJECT'S OVERALL OBJECTIVES AND CONSTITUTED BY A
REPORT, A DOCUMENT, A TECHNICAL DIAGRAM, A SOFTWARE ETC.



WP ‘DISSEMINATION’



WP ‘DISSEMINATION’





WP ‘MANAGEMENT’

X X X

Y Y Y Y Y Y
Y Y YY Y YY Y Y

Y Y Y

X X X

X X X

Y Y Y

Y Y Y

Y Y Y







FOR INSTANCE…



3.2 MANAGEMENT STRUCTURE AND PROCEDURES

CSA with 6 partners, 500.000€ EC 
contribution, 36 months duration

(2 reporting periods)

The coordinator is the one mainly
involved in the MNG activities, but

other partners also contributes with 
minor efforts
(es. reporting)

CP/CSA with 21 partners, 7.000.000€ 
EC contribution, 48 months duration

(4 reporting periods)

The coordinator is supported by 
a Project Management Office 

and the WP Leaders in the MNG 
activities

(the PMO is a beneficiary, while the WP 
Leaders are involved because part of the 

Steering Committee)

SHAPE THEM ON THE COMPLEXITY AND SCALE OF THE PROJECT



3.2 MANAGEMENT STRUCTURE AND PROCEDURES
TABLE 3.2a LIST OF MILESTONES

‘MILESTONES’ ARE CONTROL POINTS IN
THE PROJECT THAT HELP TO CHART
PROGRESS:
• may correspond to the completion of

a key deliverable, allowing the next
phase of the work to begin,

• may be needed at intermediary
points so that, if problems have
arisen, corrective measures can be
taken,

• may be a critical decision point in the
project where, for example, the
consortium must decide which of
several technologies to adopt for
further development.





RISK MANAGEMENT

• Project costs estimates
• Activity duration estimates
• Stakeholders’ register
• Quality
• Dissemination and 

communication management
• Environmental factors
• Organizational process assets

• Risk management



TABLE 3.2b CRITICAL RISKS FOR IMPLEMENTATION
EXAMPLES





FOCUS ON:
ü EACH PARTNER’S WELL DEFINED ROLE (COMPLEMENTARITY – ‘VERTICAL’ PARTNERSHIP)
ü MAPPING OF EXPERTISES (TABLE?)
ü DIFFERENT TYPES OF ORGANISATIONS (UNIVERSITIES, SMES, PUBLIC BODIES, ETC…)/
ü GEOGRAPHICAL DISTRIBUTION (NEW MEMBER STATES? THIRD COUNTRIES?...)
ü LINK PROJECT RESULTS TO PARTNERS
ü INVOLVEMENT OF EXTERNAL STAKEHOLDERS (E.G. ADIVISORY COMMITTEE, END USERS:

EVALUATION COMMITTEE) à MULTIACTOR APPROACH





IMPLEMENTATION: Evaluation Summary Reports





4. MEMBERS OF 
THE CONSORTIUM



PARTICIPANTS

THIRD PARTIES

SECTION 4 – MEMBERS OF THE CONSORTIUM



5. ETHICS & 
SECURITY



• In H2020, all proposals considered for funding will be
submitted to an Ethics Review.

• The CS2JU will check, as appropriate, with the help of
independent ethics experts - if the proposal complies
with ethical principles and relevant legislation.

• All proposals must describe ethical issues raised &
how they will be addressed so as to conform to
national, European and international regulations.

Ethics Evaluation in Horizon 2020

22-11-2018



Typical examples from previous Calls where applicants 
raised an ethical issue:

• Importing/exporting for non-EU countries
• Involvement of non-EU countries
• Dual use / Exclusive focus on civil application
• Use of humans in testing (infrequent in Clean Sky)
• Personal data (data protection, Art 39.2 of the GA)
• Misuse

Ethical Issues raised in Calls for Partners in Clean Sky

22-11-2018



Dual Use
In the aeronautics sector practically every technology, item, etc. 
has dual use potential, but this does not raise automatically an 
ethical issue.

Just consider the following guidance notes: 
• Research focusing exclusively on civil applications

http://ec.europa.eu/research/participants/data/ref/h2020/other/hi/guide_research-civil-apps_en.pdf

(e.g. clearly state in part B if research activity is exclusively on civil applications)

• Research involving dual use items
http://ec.europa.eu/research/participants/data/ref/h2020/other/hi/guide_research-dual-use_en.pdf

(only applicable in terms of export)

• Potential misuse of research results
http://ec.europa.eu/research/participants/data/ref/h2020/other/hi/guide_research-misuse_en.pdf

(provide a risk assessment in part B and explain how you will prevent misuse)
22-11-2018

http://ec.europa.eu/research/participants/data/ref/h2020/other/hi/guide_research-civil-apps_en.pdf
http://ec.europa.eu/research/participants/data/ref/h2020/other/hi/guide_research-dual-use_en.pdf
http://ec.europa.eu/research/participants/data/ref/h2020/other/hi/guide_research-misuse_en.pdf


Each applicant is responsible for:
• identifying any potential ethics issues
• handling ethical aspects of their proposal
• detailing how they plan to address them in sufficient detail already at

the proposal stage

Which part of the proposal must be checked by the ethics screener?

• Part A (ethics issues table)
• Part B: Information can be anywhere,

but special attention to the "Ethics section“ in part B.II*, where the
applicant must provide the ethics self-assessment, a description of the
ethics issues identified and the related arrangements.

How to get your proposal “ethics-ready” for 
funding

22-11-2018



Indicates pages in Part B of the proposal

Ethics Issues Table in Part A

22-11-2018



Ethics section in Part B.II

4 Applicant(s) is (are) invited to conduct an ethic self-assessment of his/her proposal. For this purposed, a guide is available via the following link of 
the EC Participant Portal: http://ec.europa.eu/research/participants/docs/h2020-funding-guide/cross-cutting-issues/ethics_en.htm

22-11-2018

http://ec.europa.eu/research/participants/docs/h2020-funding-guide/cross-cutting-issues/ethics_en.htm


Thank you!

APRE
Agenzia per la Promozione della Ricerca 

Europea
via Cavour, 71 
00184 - Roma

www.apre.it
Tel. (+39) 06-48939993

Fax. (+39) 06-48902550

Miriam de Angelis

mdeangelis@apre.it


