Dear partners in the forthcoming submission the 5th framework,

I am sorry, that some of the discussions of what the exact role of individual institutions would be have taken on longer than I hoped, so I'll be only later today able to finish the overall summary of the application.

As the deadline draws close, I'd like, however, to collect immediately the information which we need to complete the application.

Please notice, that the following contains three sets of queries ALL of which have to be decided.  Item 1) refers to one of the famous EU forms. I'm sorry, if that reads complicated - you are still encountering only 5 - 7 % of the paper we have to read to fill in the overall application. Item 2) is a seemingly arcane question, WITH VERY IMPORTANT FINANCIAL REPERCUSSIONS. Please contact your administration. Item 3) is refreshingly simple, but we DO need that information.

-----------

More systematically:

To submit the application on your behalf, we need certain information from you.

We will do our best to take over as much of that work as possible, but please understand that at the very least, you have to supply us the information which is supposed to go into the application.

1) On the most formal level, each participant is supposed to provide some administrative information. This is the form "A3" in the "Shared Cost RTD Proposal Form".

I will send to all participants via e-mail the form in the file "rtdp_forms_en.pdf" and the guideline for filling it out provided by the EU as "rtdp_guide_en.pdf". There are some annexes for it, which contain various codes to be used, which you receive as "annex_formsa_end.pdf". To fill it out:

· You have to print these forms by "acrobat reader".

· If you do not have encountered a pdf file before, please ask your local IT specialists. If they consider this task too challenging, please let me know, we will than fax / mail the form to you.

· PLEASE let us know IMMEDIATELY, whether you have received the forms.

· You have only to fill out the page with "Shared Cost RTD Proposal Form - Form A3" at the upper right hand corner. This means you do NOT have to fill in the forms A0, A1, A2 and the form A4, which covers two pages. It if unfortunately not possible reliably to extract that one page out of the pdf file. If you find it difficult to identify the correct page, please let us know.

Experience shows that most people have difficulties, when encountering an EU form for the first time. We send these forms at the moment only, therefore, so you can collect the information available. Please ignore for the time being the fields "Proposal Acronym", "Proposal No.", "Participant Role", "Participant No.", "Assistant to Contractor No" and "Registration No with the European Commission's Research Programmes".

Please collect the remaining information as quickly as possible and contact me, if there are any problems connected with it, AND: please identify the person in your institution, which has to sign the form at "Signature of authorised person". Within universities, you should enquire within your "international office" who that person is; normally it is the rector. In almost all other units it will be the director, or CEO.

Regarding that signature: It is VERY important, that we receive the information somewhat ahead of the submission date. (Everything has to leave Bergen AT THE LATEST at June 14th.) If you think you have all the information needed, it would, therefore, be very helpful to have a copy without signature at your earliest convenience, therefore.

The commission actually allows to ways of signing: either directly on the form, or by a separate letter of commitment, which may be easier to do in many cases.

-----------------------------------------------------------------------------------------------------------

2) The following is very tricky and has immediate repercussions on the ease with which you'll get money (and may have repercussions on the amount you get).

The EU differenitaes between three so callled "participation models". "Full costs, actual overhead", "full costs, flat overhead" and "additional costs".

At first look, the difference seems to be totally superficial: The two full cost models mean, that you summarise, what the project will cost you and than get 50 % of that. The "additional cost" model means, that you provide 50 % of the cost and the EU provides the other 50 %. Again: at first look, that seems to be a ridiculously small overhead. but this is VERY important. Under the "full cost models", the EU accepts business oriented rates, which are exorbitantly high and will in almost all cases be considerably above the real costs, while under the additional cost model, all calculations will be done on the basis of actually paid salaries. (In Germany, e.g., the overheads under the full cost model means, that an institution can claim ca. 220 % of the actual salary paid by the employer. Obviously, 50 % of 220 % is a rate one can live with rather comfortably.)

If you have an "international office" with experience in the administration of EU projects, please contact them and ask, which model applies for you. Please try to find out at the same time, what a person month costs, which you want to charge to the EU.

If your institution does NOT have such experiences, please read the notes 36, 62 and 63 in the "Guidelines on how to complete …". 

If your administration does not understand these notes (which is quite probable, if they have not encountered the EU so far), please contact your "national contact point", as follows below. 

In case of doubt, we will use the additional cost model. But please understand, that that will make your accounting more difficult.

Sorry, I'll send that list of national contact points later during the day. At the moment I cannot download it from the commission server.

3) The final item of information we need, has less to do with bureaucratic rules and more with the real world. I assume, therefore, that most of you will find it refreshingly easy to provide. We need:

"C7. Description of participants

Short description of the participating organisations including (no more than two pages per organisation):

The expertise and experience of the organisation,

short CVs of the key persons to be involved indicating relevant experience, expertise and involvement in other EC projects. (Each CV no more than 10 lines)."

Please send this information to me via e-mail. Two pages is the MAXIMUM. If you have any standard material, please just send that. To present a similar picture of all the individual institutions, I'll act as editor, so keep it "quick and dirty".

Thanks a lot, Manfred

