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About this Guide

This is version number 2 of the FP7 Research Infrastructures Guide for
Applicants for Combination of Collaborative Projects and Coordination and
Support Actions (Integrated Infrastructure Initiative projects (I13)) for calls
using single-stage submission procedures.

In comparison to version 1 of this Guide:
The list of FP7 Associated countries is updated in section 3
There are a number of minor clarifications and amendments of wording

Information specific to this call is found in the annexes. In comparison to
version 1 of this Guide:
Further guidance is given on the calculation of indirect costs in annex 3
Minimum font size and page margins for proposal Part B are
specified in annex 4
There are a number of minor clarifications and amendments of wording

Please note: This Guide is based on the rules and conditions contained in the
legal documents relating to FP7 (in particular the Seventh Framework
Programme, Specific Programmes, Rules for Participation, and the Work
programmes), all of which can be consulted via the CORDIS web-site. The
Guide does not in itself have legal value, and thus does not supersede those
documents.
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1. Getting started

Funding decisions in the Seventh Framework Programme (FP7) are made on the basis of
proposals. Proposals describe planned research activities, information on who will carry them out,
and how much they will cost. The Commission evaluates all eligible proposals in order to identify
those whose quality is sufficiently high for possible funding. This evaluation is a peer-review
carried out by independent experts.

The Commission then negotiates with some or all of those whose proposals have successfully
passed the evaluation stage, depending on the budget available. If negotiations are successfully
concluded, grant agreements providing for an EU financial contribution are established with the
participants.

This Guide for Applicants contains the essential information to guide you through the mechanics
of preparing and submitting a proposal. It is important that you have the correct Guide ! Not only
are there different Guides for different calls, there may also be different Guides for other funding
schemes within the same call.

You must also refer to the work programme covering the theme' of FP7 related to this call. This
provides a detailed description of the objectives and topics which are open for proposals, and will
describe the wider context of research activities in this area. Work programmes are revised each
year, so make sure you refer to the latest version before preparing your proposal.

Please check that this is the right guide for you by consulting the work
programme, the call fiche, and the description of the funding scheme in the
next section.

This Guide and the work programme are essential reading. However, you may also wish to consult
other reference and background documents, particular those relating to negotiation and the grant
agreements, which will be made available on the Commission’s CORDIS web site (see annex 1 of
this guide).

2. About the funding scheme
2.1 General

A number of funding schemes are available to implement projects in FP7, but only certain ones
may be available for the topics covered by this call. These are indicated in the call fiche.

This Guide covers a combination of the Collaborative Project and the Coordination and Support
Action funding schemes (a model called Integrated Infrastructure Initiative (13)), and a description
is of it is given later in this section. Please note that additional conditions may apply on a call-by-
call basis. These will always be set out in the work programme (which includes the call fiche).

Note: Your proposal will be evaluated according to the funding scheme which you select. The
Commission services will not re-examine or re-assign it on your behalf.

"' In addition to the main domains of the "Cooperation" programme, the term "theme" is used in this guide to refer, as appropriate, to the
parts of FP7 in "Capacities".
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Enlargement
Activities of Specific
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Scheme audience EU reimbursement | duration within the
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development of (Annex 1 to “Capacities”
Combination existing End-users the grant Possible .
of research (researchers Based on 24-48 agreement) Size and )
Collaborative infastructures, in all fields of cligible cost months is normally Resources:
Project and in all fields of science and Coordination un?ess other’ fixed. If The number of
Coordination science and engineering) forms are needed an participants and
and Support technology, Support foreseen in the update will volume of
Action including ICT- Research work be provided resources should
(Integrated based institutes, Services roaramme 2 for in the be compatible
Infrastructure | infrastructures, | Universities prog grant with overall
Initiative (13)) and to ensure Management agreement. objective and
the access of Industry, of the manageability of
research teams | including consortium the whole
from across the | SMEs endeavour.
EU to these
infrastructures

2.2 Integrated Infrastructure Initiative (13)

Purpose
Integrated Infrastructure Initiatives (13s) should combine in this call, in a closely co-ordinated

manner: (i) Networking activities, (ii) Service activities and (iii) Joint research activities. All three
categories of activities are mandatory as synergistic effects are expected from these different
components.

Size and resources

There must be at least three ‘legal entities’ established in different EU Member States or
Associated Countries (the countries concerned are listed in section 3 of this Guide). The entities
must be independent of each other.

A higher number may be specified on a call-by-call basis: check the call fiche.

The size, scope and internal organisation of Integrated Infrastructure Initiative projects can vary
from research theme to research theme and from infrastructure type to infrastructure type.

Duration
Integrated Infrastructure Initiative projects are expected to last typically two to four ears. However,
there is no formal minimum or maximum duration.

Activities
The activities to be carried out in the context of an Integrated Infrastructure Initiative project must
include:

(i) Networking activities
To foster a culture of co-operation between the participants in the project and the scientific
communities benefiting from the research infrastructure. Networking activities could include (non
exhaustive list):

e joint management and pooling of distributed resources;

2 International Cooperation Partner Countries (see Annex 1 of the work programme) may opt for a lump sum.
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development of common standards, protocols and interoperability;

benchmarking;

development and maintenance of common databases for the purpose of networking and
management of the users and infrastructures;

spreading of good practices;

provision of consultancy and training courses to new users;

foresight studies for new instrumentation, methods, concepts and/or technologies;
promotion of clustering and concertation actions amongst related projects;

coordination with national or international related initiatives and support to the deployment
of global approaches to science;

dissemination of knowledge;

internal and external communication.

(ii)Service activities
To provide specific research infrastructures related services to the scientific community. This may
include (non exhaustive list):

scientific services freely available through communication networks (e.g. databases
available via Internet). Only services widely used by the community of European
researchers will be supported. In such case, projects of potential users would not normally
be subject to peer review. However, in such cases, the services offered to the scientific
community will be periodically assessed by an external board.

procurement and upgrading communication infrastructure, network operation and end-to-
end services;®

Grid infrastructure support, operation and management; integration, test and certification;
services deployed on top of generic communication and computing infrastructures to build
and serve virtual communities in the various scientific domains;

deployment, quality assurance and support of middleware component repositories;

data and resources management (including secure shared access, global scheduling, user
and application support services) to foster the effective use of distributed supercomputing
facilities; federated and interoperable services to facilitate the deployment and wide use of
digital repositories of scientific information.

(iii) Joint research activities

These activities should be innovative and explore new fundamental technologies or techniques
underpinning the efficient and joint use of the participating research infrastructures. To improve, in
quality and/or quantity, the services provided by the infrastructures, these joint research activities
could address (non exhaustive list):

higher performance methodologies and protocols;

higher performance instrumentation, including the testing of components, subsystems,
materials, techniques and dedicated software;

integration of installations and infrastructures into virtual facilities;

innovative solutions for data collection, management, curation and annotation;

innovative solutions for communication network (increasing performance, improving
management, exploiting new transmissions and digital technologies, deploying higher
degrees of security and trust) and introduction of new end-to-end services (including
dynamic allocation of resources and innovative accounting management);

novel grid architecture frameworks and policies, innovative grid technologies, or new
middleware solutions driving the emergence of high level interoperable services;

advanced Service Level Agreements and innovative licensing schemes, fostering the
adoption of e-Infrastructures by industry;

innovative software solutions for making new user communities benefit from computing
services.

? Funding of connectivity services will be limited to 50% of the eligible costs. In this call, the funding of connectivity
services, is not expected to exceed a minor part of the overall requested funding.
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Financial Regime

Reimbursement will be based on eligible costs (based on maximum rates of reimbursement
specified in the grant agreement for different types of activities within the project). In some cases
the reimbursement of indirect costs is based on a flat rate.

Funding of connectivity services will be limited to a maximum of 50% of the eligible costs.

The work programmes shall specify if other forms of reimbursement are to be used in the actions
concerned. Participants in International Cooperation Partner countries (see Annex 1 of the work
programme) may opt for a lump sum.

Specific Characteristics
e A sequence of updates of the description of work (annex 1 of the grant agreement) may be
provided for in the grant agreement.
e Enlargement of partnership, within the initial budget, is possible.

3. How to apply
3.1. Turning your idea into an effective proposal

Focusing your planned work

The work you set out in your proposal must correspond to one or more of the topics, and
associated funding scheme(s), indicated in this call for proposals. Proposals that fail to do so will
be regarded as ineligible.

Multidisciplinary proposals addressing several topics may be submitted,
provided that the ‘centre of gravity’ lies in a topic or topics open in the call in
question.

Refer to the annex 2 of this Guide, and the work programme, to check the eligibility criteria and any
other special conditions that apply. Refer also in those documents to the evaluation criteria
against which your proposal will be assessed. Keep these in mind as you develop your proposal.

Who can participate?
In principle, a legal entity may participate in a proposal no matter where it is established.

"

I A legal entity can be a so-called "natural person” (e.g. Mme Dupont) or a "legal person
I (e.g. National Institute for Research).

However, there are certain minimum conditions that have to be met relating to participation from
the EU and Associated countries. These conditions vary between funding schemes (see section 2),
and may also vary from call to call. See the call fiche for the conditions applicable to this call.

The EU Member States are:

Austria, Belgium, Bulgaria, Cyprus, Czech Republic, Denmark, Estonia, Finland, France,
Germany, Greece, Hungary, Ireland, ltaly, Latvia, Lithuania, Luxembourg, Malta,
Netherlands, Poland, Portugal, Romania, Slovakia, Slovenia, Spain, Sweden, United
Kingdom.

The Associated Countries are:

Albania, Croatia, FYR Macedonia, Iceland, Israel, Liechtenstein, Montenegro, Norway,
Serbia, Switzerland, Turkey.
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Other countries may become associated during the course of FP7. The latest news will
be posted on the CORDIS web site.

The following may receive EU funding in an FP7 project:

e Any legal entity established in a Member State or an Associated country (including the
European Commission’s Joint Research Centre), or created under Community law (e.g. a
European Economic Interest Grouping),

¢ Any international European interest organisation (see Glossary).

e Any legal entity established in an FP7 International Cooperation Partner Country (ICPC). The
list of ICPC can be found on the CORDIS web-site, and is given in annex 1 of the work
programme.

In the case of an organisation other than these, a Community financial contribution may be granted
provided that at least one of the following conditions is satisfied:
(a) Provision is made to that effect in the specific programmes or in the relevant work
programme,
(b) It is essential for carrying out the indirect action,
(c) Such funding is provided for in a bilateral scientific and technological agreement or any
other arrangement between the Community and the country in which the legal entity is
established.

Cooperation with other countries

The Commission attaches great importance to international cooperation in research, and FP7 has

been designed to ensure that such activities can be integrated across the programme. In addition

to the opportunities mentioned above, which are generally applicable, calls may include:

e Topics of mutual interest defined in the work programmes where international cooperation is
particularly encouraged.

e Specific international cooperation actions (SICA), also on topics of mutual interest. Here
special minimum conditions apply.

Please check the work programme to see if these possibilities apply to this call.

National Contact Points

A network of National Contact Points (NCPs) has been established to provide advice and support
to organisations which are preparing proposals. You are highly recommended to get in touch with
your NCP at an early stage. (see annex 1 of this Guide).

Please note that the Commission will give the NCPs statistics and information on the outcome of
the call (in particular, details of participants, but not proposal abstracts or funding details) and the
outcome of the evaluation for each proposal. This information is supplied to support the NCPs in
their service role, and is given under strict conditions of confidentiality.

Other sources of help
Annex 1 of this Guide gives references to these further sources of help for this call. In particular:

¢ The Commission’s general enquiry service on any aspect of FP7. Questions can be sent to a
single e-mail address and will be directed to the most appropriate department for reply.

o A dedicated help desk has been set up to deal with technical questions related to the Electronic
Proposal Submission Service (EPSS).

e A further help desk providing assistance on intellectual property matters.
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e Other services, including partner search facilities

Proposal language

Proposals may be prepared in any official language of the European Union. If your proposal is not
in English, a translation of the full proposal would be of assistance to the experts. An English
translation of the abstract must be included in Part B of the proposal.

Presenting your proposal
A proposal has two parts.

Part A will contain the administrative information about the proposal and the participants. The
information requested includes a brief description of the work, contact details and characteristics of
the participants, and information related to the funding requested (see Annex 3 of this Guide). This
information will be encoded in a structured database for further computer processing to produce,
for example, statistics and evaluation reports. This information will also support the experts and
Commission staff during the evaluation process.

The information in Part A is entered through a set of on-line forms.

Part B is a "template", or list of headings, rather than an administrative form (see Annex 4 of this
Guide). You should follow this structure when presenting the scientific and technical content of
your proposal. The template is designed to highlight those aspects that will be assessed against
the evaluation criteria. It covers, among other things, the nature of the proposed work, the
participants and their roles in the proposed project, and the impacts that might be expected to arise
from the proposed work.

Only black and white copies of Part B are used for evaluation and you are strongly recommended,
therefore, not to use colour in your document. Do not insert hypertext links, only the text of your
Part B will be read, not any documents linked to it.

Part B of the proposal is uploaded by the applicant into the Electronic Proposal Submission
Service (EPSS) described in the next section.

A maximum length may be specified for the different sections of Part B, or for
Part B as a whole (see annex 4 of this Guide). You must keep your proposal
within these limits. Even where no page limits are given, or where limits are only
recommended, it is in your interest to keep your text concise since over-long
proposals are rarely viewed in a positive light by the evaluating experts.

Ethics

Please remember that research activities in FP7 should respect fundamental ethical principles,
including those reflected in the Charter of Fundamental Rights of the European Union. These
principles include the need to ensure the freedom of research and the need to protect the physical
and moral integrity of individuals and the welfare of animals. For this reason the European
Commission carries out an ethical review of proposals when appropriate.

The following fields of research shall not be financed under this Framework Programme:
e research activity aiming at human cloning for reproductive purposes;
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e research activity intended to modify the genetic heritage of human beings which could
make such changes heritable*:

e research activities intended to create human embryos solely for the purpose of research or
for the purpose of stem cell procurement, including by means of somatic cell nuclear
transfer.

As regards human embryonic stem cell research, the Commission will maintain the practice of the
Sixth Framework Programme, which excludes from Community financial support research activities
destroying human embryos, including for the procurement of stem cells. The exclusion of funding
of this step of research will not prevent Community funding of subsequent steps involving human
embryonic stem cells.

3.2. Proposal submission

About the EPSS

Proposals must be submitted electronically, using the Commission's Electronic Proposal
Submission Service (EPSS). Proposals arriving at the Commission by any other means are
regarded as ‘not submitted’, and will not be evaluated®.

All the data that you upload is securely stored on a server to which only you and the other
participants in the proposal have access until the deadline. This data is encrypted until the close of
the call.

You can access the EPSS from the call page on CORDIS.

Full instructions are found in the “EPSS preparation and submission guide”, available from the
EPSS entry page (click on "EPSS user guide").

The most important points are explained below.

Use of the system by the proposal coordinator
As a coordinator you can :
e register as interested in submitting a proposal to a particular call
¢ set up (and modify) your consortium by adding/removing participants
e complete all of Part A of the proposal, pertaining to the proposal in general, and to your
own administrative details
e download the document template for writing Part B of the proposal and, when it is
completed, upload the finished Part B
e submit the complete proposal Part A and Part B.

Use of the system by the other participants
Other participants can:
e complete their own sections A2 (participant details)
e download the document template for writing Part B of the proposal, in order to assist the
coordinator in preparing it (however, only the coordinator can upload the finished version)

* Research relating to cancer treatment of the gonads can be financed.

5 In exceptional cases, when a proposal coordinator has absolutely no means of accessing the EPSS, and when it is impossible to
arrange for another member of the consortium to do so, an applicant may request permission from the Commission to submit on paper.
A request should be sent via the FP7 enquiry service (see annex 1), indicating in the subject line "Paper submission request". (You can
telephone the enquiry service if web access is not possible: 00 8006 7 8 9 10 11 from Europe; or 32 2 299 96 96 from anywhere in the
world. A postal or e-mail address will then be given to you). Such a request, which must clearly explain the circumstances of the case,
must be received by the Commission no later than one month before the call deadline. The Commission will reply within five working
days of receipt. Only if a derogation is granted, a proposal on paper may be submitted by mail, courier or hand delivery. The delivery
address will be given in the derogation letter
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e view the whole proposal.

Submitting the proposal using EPSS
Only the coordinator is authorised to submit the proposal.

Completing the Part A forms in the EPSS and uploading a Part B does not yet mean that your
proposal is submitted. Once there is a consolidated version of the proposal, you must press the
button "SUBMIT NOW". (If you don't see the button "SUBMIT NOW?", first select the "SUBMIT" tag
at the top of the screen ).

Please note that "SUBMIT NOW" starts the final steps for submission; it does not in itself
cause the proposal to be submitted.

After reading the information page that then appears, it is possible to submit the proposal using the
button marked “Press this button to submit the proposal’. The EPSS then performs an automatic
validation of the proposal. A list of any problems ("validation error message") such as missing data,
viruses, wrong file format or excessive file size will then appear on the screen. Submission is
blocked until these problems are corrected. \WWhen corrected, the coordinator must then repeat
the above steps to achieve submission.

If the submission sequence described above is not followed, the Commission considers that no
proposal has been submitted.

When successfully submitted, the coordinator sees a message that indicates that the proposal has
been received. This automatic message is not the official acknowledgement of receipt (see Section
5). The coordinator may continue to modify the proposal and submit revised versions overwriting
the previous one right up until the deadline. The sequence above must be repeated each time.

For the proposal Part B you must use exclusively PDF (“portable document format”, compatible
with Adobe version 3 or higher, with embedded fonts). Other file formats will not be accepted by
the system. Irrespective of any page limits specified in annex 4 to this Guide, there is an overall
limit of 10 Mbyte to the size of proposal file Part B. There are also restrictions to the name you give
to the Part B file. You should only use alphanumeric characters, special characters and spaces
must be avoided.

You are advised to clean your document before converting it to PDF (e.g. accept
all tracked changes, delete notes).

Check that your conversion software has successfully converted all the pages of
your original document (e.g. there is no problem with page limits).

Check that your conversion software has not cut down landscape pages to fit
them into portrait format. Check that captions and labels have not been lost from
your diagrams

Please note that the Commission prints out proposals in black and white on
plain A4 paper. The printable zone on the print engine is bounded by 1.5 cm
right, left, top bottom. No scaling is applied to make the page "fit" the window.
Printing is done at 300 dots per inch.

About the deadline
Call deadlines are absolutely firm and are strictly enforced.
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The EPSS will be closed for this call at the call deadline. After this moment, access to the EPSS for
this call will be impossible. Do not wait until the last moment before submitting your proposal!

Please note that you may submit successive drafts of your proposal through the EPSS. Each
successive submission overwrites the previous version. It is a good idea to submit a draft well
before the deadline.

I Leaving your first submission attempt to the last few minutes of the call will give

you no time to overcome even the smallest technical difficulties, proposal
verification problems or communications delays which may arise. Such events
are never accepted as extenuating circumstances; your proposal will be
regarded as not having been submitted.

Submission is deemed to occur at the moment when the proposal coordinator
completes the submission sequence described above. It is not the point at which
you start the upload. If you wait until too near to the close of the call to start
uploading your proposal, there is a serious risk that you will not be able to
submit in time.

If you have registered and submitted your proposal in error to another call which
closes after this call, the Commission will not be aware of it until it is discovered
among the downloaded proposals for the later call. It will therefore be classified
as ineligible because of late arrival.

The submission of a proposal requires some knowledge of the EPSS system, a
detailed knowledge of the contents of the proposal and the authority to make
last-minute decisions on behalf of the consortium if problems arise. You are
advised not to delegate the job of submitting your proposal!

In the unlikely event of a failure of the EPSS service due to breakdown of the Commission server
during the last 24 hours of this call, the deadline will be extended by a further 24 hours. This will be
notified by e-mail to all proposal coordinators who had registered for this call by the time of the
original deadline, and also by a notice on the Call page on CORDIS and on the website of the
EPSS. Such a failure is a rare and exceptional event; therefore do not assume that there will be an
extension to this call. If you have difficulty in submitting your proposal, you should not assume that
it is because of a problem with the Commission server, as this is rarely the case. Contact the
EPSS help desk if in doubt (see the address given in annex 1 of this Guide).

Please note that the Commission will not extend deadlines for system failures that are not its own
responsibility. In all circumstances, you should aim to submit your proposal well before the
deadline to have time to solve any problems.

A small number of calls operate a continuous submission procedure. These
calls are open for an extended period, during which proposals will be evaluated
in batches after fixed cut-off dates. The call fiche will show whether intermediate
cut-off dates apply to his call.

Correcting or revising your proposal

Errors discovered in proposals submitted to the EPSS can be rectified by simply submitting a
corrected version. So long as the call has not yet closed, the new submission will overwrite the old
one.
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Once the deadline has passed, however, the Commission can accept no further additions,
corrections or re-submissions. The last eligible version of your proposal received before the
deadline is the one which will be evaluated, and no later material can be submitted.

Ancillary material

Only a single PDF file comprising the complete Part B can be uploaded. Unless specified in the
call, any hyperlinks to other documents, embedded material, and any other documents (company
brochures, supporting documentation, reports, audio, video, multimedia etc.) sent electronically or
by post, will be disregarded.

Withdrawing a proposal
You may withdraw a proposal by submitting a revised version with an empty Part B section, with
the following words entered in the abstract field of form A1:

"The applicants wish to withdraw this proposal. It should not be evaluated by the Commission".

You may also withdraw a proposal after the deadline. Contact the EPSS help desk.

4. Check list
4.1. Preparing your proposal

e Does your planned work fit with the call for proposals? Check that your proposed work
does indeed address the topics open in this call. (See the current version of the work
programme).

e Are you applying for the right call and funding scheme? Check that you have applied for
the right call and one of the funding schemes open for your chosen topic (see the work
programme)°®.

¢ Is your proposal eligible? The eligibility criteria are given in the work programme. See also
annex 2 of this Guide. In particular, make sure that you satisfy the minimum requirements for
the makeup of your consortium. Have any additional eligibility criteria been set for this call?
Check that you comply with any budgetary limits that may have been fixed on the requested
EU contribution. Any proposal not meeting the eligibility requirements will be considered
ineligible and will not be evaluated.

¢ Is your proposal complete? Proposals must comprise a Part A, containing the administrative
information including participant and project cost details on standard forms; and a Part B
containing the scientific and technical description of your proposal as described in this Guide. A
proposal that does not contain both parts will be considered ineligible and will not be evaluated.

e Does your proposal follow the required structure? Proposals should be precise and
concise, and must follow exactly the proposal structure described in this document (see annex
4 of this Guide), which is designed to correspond to the evaluation criteria which will be
applied. Omitting requested information will almost certainly lead to lower scores and possible
rejection.

b i you have in error registered for the wrong call or funding scheme, discard that registration (usernames and
passwords) and register again before the call deadline. If, after the close of the call, you discover that you have
submitted your proposal to the wrong call, notify the EPSS Helpdesk.
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