European

Commission
.|

ERASMUS+

Technical guidelines
for completing
application e-Forms
Call 2017

For actions managed by
National Agencies

Version 1 of 24/11/2016

Erasmus+



Technical guidelines for completing application e-Forms European

Commission | Erasmus+

For actions managed by National Agencies

Table of Contents

INTRODUCTION ...ooiioeceeeeee e 5
PREPARATION. ... 5
Electronic forms catalogue..........cccocicceeceeee s 5
Technical requirements and settings needed to use an
€leCErONIC FOIM oo 6
Adobe Reader and Acrobat Reader DC..........cccoevvivniieriiiscissieenn, 6
Incompatible REAAErS ... 7
Incompatible Acrobat Reader DC Versions.......cceoveceonercenieenns 7
Operating SYSEEMS. ... 7
Security and Java Script Settings ..., 8
New security feature introduced in the Acrobat Reader
DC 15.9 st 11
HOW TO FILL AN ELECTRONIC APPLICATION FORM.....ccccoovmiiiierriseriiesrnnn, 14
Checking that you have downloaded the correct form..........cccccccoo... 14
Choosing the correct National AgeNCY ... 15
Using your PIC in an electronic fOrm. ..., 17
ManNdatory fIEIAS.........cooooee e 18
LISES Of VAIUES ......coooo s 19
DYNAMIC SECHIONS ... 20
Manually adding entire sections and entries.........ccccoeierieiiesiisciieninnn. 21
Participating Organisations ... 21
Adding new entries in lists of values.........cccniicnciienne, 23
Filling in the budget SeCtion ... 24
ACtIVItIES' DetailS.......ccoooiiiiecec e 25
Completing the Budget ... 27
CRECKIIST ... 33
Validating @ fOrmM ..o 34
ComMPUISOrY fIEIAS.......oive s 34
Duplicated PICs in participating organisations............ccccouevvune... 35
Double entries in lISTS ... 35

November 2016 2



Technical guidelines for completing application e-Forms European

Commission | Erasmus+

For actions managed by National Agencies

Invalid flow duration for a given activity type ..., 36
ANNEXING AOCUMENTES ........ooiieceeee e 37
Annexing a Declaration of HONOUF ... 39
SUbMItEING @ FOrM..oo s 41
Submitting more than ONCe.......c.cccoeeeeeeeee e, 43
Late submission of the application..........ceeieccoeceeee. 43
SPECIFIC GUIDELINES CONCERNING THE DIFFERENT ERASMUS+
ACTION TYPES. ...t 45
Application forms for Accreditation ..., 45
KA108 - Accreditation of Higher Education Mobility
CONSOITIA ..o 45
Application forms for Mobility of learners and staff under KA1:
Learning Mobility of Individuals..........cccoiniiiieiieiieceee, 48
KA101 - School education staff mobility ..., 48
KA102 - VET learner and staff mobility ..., 50
KA103 - Higher education student and staff mobility
within Programme COoUuNntries ..., 52
KA104 - Adult education staff mobility ..., 55
KA105 - Youth moObility ... 57
KA107 - Higher education student and staff mobility
between Programme and Partner Countries..................... 60

Application forms for Strategic Partnerships under KA2:
Cooperation for innovation and exchange of good

PFrACLICES ... 64
CoNEEXE SECLION ..o 64
Priorities SECHION ... 66
Participating organisation(s) Section ......... Error! Bookmark not defined.
Description of the Project Section ..., 67
Implementation SeCtioN ... 67
Intellectual Outputs Section (only applicable to Strategic

Partnerships supporting Innovation) ..., 68
Multiplier Events Section (only applicable to Strategic

Partnerships supporting Innovation) ..., 69
Learning/Teaching/Training Activities Section...........cccccoevverveenn.ne. 70
Specificities of the Budget.........ccccoooviieeeeeee e, 71

November 2016 3



Technical guidelines for completing application e-Forms European

Commission | Erasmus+

For actions managed by National Agencies

Application form for Stakeholder dialogue and policy
promotion under KA3: Support for Policy Reform

(relevant only for the field of YOuth) ..., 73
Application form in general..........iiecieeeeseee s 73
CoNEEXE SECLION ... 73
Main ACLIVITIES SECHION......ccooice s 73
Activities' Details SeCLION ... 73
FOIHOW=UP SECLION .....cooooo e 73
Annexing documents - Timetables of activities...........ccccccoeevvnnnee.. 73

Registering your organisation in the European Commission's
Participant POrtal ... 74

November 2016 4



Technical guidelines for completing application e-Forms European

Commission | Erasmus+

For actions managed by National Agencies

Introduction

This document describes the use of electronic application forms (eForms) for the
Erasmus+ programme actions managed by the National Agencies in the Programme
Countries. For simplicity reasons, we will call them "decentralised actions" in this
guide.

Preparation

Before we dive into the process of completing an electronic application form (the "e-
Form"), it is important to know which forms are available for which actions of the
Erasmus+ Programme.

Electronic forms catalogue

The following tables provide you with an overview of the available electronic
application forms:

Action Type

KA108 - Accreditation of Higher Education Mobility
Consortia

KA109 - Vocational Education and Training Mobility

Accreditation Charter

KA110 - Accreditation of youth volunteering
organisations

Action Type

KA101 - School education staff mobility

KA102 - VET learner and staff mobility

KA103 - Higher education student and staff mobility
within programme countries

KA1l - Learning Mobility of | KA104 - Adult education staff mobility

Individuals
KA105 - Youth mobility

KA107 - Higher education student and staff mobility
between Programme and Partner Countries

KA116 - VET learner and staff mobility with VET
mobility charter

KA2 - Cooperation for | KA201 - Strategic Partnerships for school education
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innovation and the exchange

. KA202 - Strategic Partnerships for vocational education
of good practices

and training

KA203 - Strategic Partnerships for higher education

KA204 - Strategic Partnerships for adult education

KA205 - Strategic Partnerships for youth

KA219 - Strategic Partnerships for schools only

KA3 - Support for policy | KA347 - Dialogue between young people and policy
reform makers

Technical requirements and settings needed to use an electronic
form

Adobe Reader and Acrobat Reader DC

The Erasmus+ decentralised actions application forms were built using Adobe Forms
technology. You need Adobe Reader or Adobe Acrobat Reader DC to use the forms.

In order to be able to properly use an Erasmus+ application form you will need to use
the following versions of Adobe Reader:

Minimum Adobe Reader version Adobe Reader 9.3.3 or higher (except
Adobe Reader DC version 15.8)

Recommended Adobe Reader version

Acrobat Reader DC version 15.20

Adobe Reader and Acrobat Reader DC can be downloaded for free from the internet at
the following location:

http://get.adobe.com/reader/otherversions/

If you are using Windows 10 this is how the download page should look like:

Step:10f 3

Adobe Acrobat Reader DC Optional offer: Terms & conditions:

~ Yes, y bution,
% 2 i : o
| P CaMm L - S, pme
B - (g A existing pC printand
e e =04 settings. annotate PDF documents, and (c) to the:

automatic installation of updates to Adobe
W McAfee®  Security Scan Plus Acrobat Reader DC

Download now
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If you are using a different version than the above mentioned ones you will not be
able to properly use the form and will be confronted with the following screen:

e 14t Veew Window Halp »

e RN RCORC R RN - T -] P Sign  Comment [xtended

[ e — Elttsenmanen

- Application Form
Cal: 2015

KA1 - Lsaming Mobiity of Individuals

Erasmus+ scheal oducation staff mebilky

Foers Verdore 200
[You are using an older version of the software. Forms submitted using unsupported version of |
Adobe software will be ineligible. Please download and install the latest version of Adobe
Reader from http://getadobe.com/reader/

Incompatible Readers

Adobe Reader and Acrobat Reader DC are the only accepted readers. If you happen to
use another reader such as "Foxit" or Adobe Acrobat X PRO you will not be able to use
the electronic form and may even corrupt it as the following message shows:

[ .
£ creste - 3 6 Bl e ",
G| NG| =®a] | B Tooks  Comment

Application Form

Call:2015

KA1 - Learning Mobility of Indviduals

Erasmus+ School ecucation staffmoblty

Form Yerskon: 202
Unable to read the form. Do not save and exit the program as it might cause data corruption or
loss. The form can only be edited using Adobe Reader software!

Incompatible Acrobat Reader DC Versions

The above mentioned Acrobat Reader DC version 15.8 released by Adobe on the 14%
of July 2015 has introduced several issues with the Erasmus+ electronic application
forms and must not be used.

If you happen to open one of the electronic application forms still using Acrobat
Reader DC 15.8 the electronic form will be blocked and you will not be able to fill it in.

If you are still using Acrobat Reader DC 15.8 please make sure that you uninstall it
and install instead latest Acrobat Acrobat DC version as explained above.

Operating Systems

The above mentioned Adobe Reader and Acrobat Reader DC versions are supported on
Microsoft Windows and Apple OS X. Mobile platforms such as iOS, Android, Microsoft
Windows RT, Windows Phone and BlackBerry are not supported by the application
forms.

Please note that Windows XP is no more supported by Microsoft since 8" April 2014.
This is explained clearly on Microsoft webpage: https://www.microsoft.com/en-
us/WindowsForBusiness/end-of-xp-support.
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However, it is true that you can easily found on Internet some ways to make some
updates to make Adobe Reader working with the PDF forms. If you consider them you
must know the exact consequences and weaknesses on your computer and also all
potential related legal issues. If you have any doubt or have some legal issues on the
solution, we strongly advise you to consider another platform fully supported.

Application forms can be opened on Linux platform only with Adobe Reader version
9.1.

Please note that Adobe was providing a native Reader version on Linux until the
version 9.5.5 (26/06/2013). This version is no more available on Adobe website.
However, different versions of the package are still downloadable on Internet with the
procedure to install them. Please note that we strongly discourage you to use these
old versions with unknown PDFs as no more security patches are applied on it.

Security and Java Script Settings

When an electronic form is downloaded from the internet for the first time, Adobe
Reader and Acrobat Reader will detect that the form has originated from a potentially
unsafe location and ask you to confirm the safeness of the file:

[Fie £ View Window Hep N
B oieCd)| s (RVE R RCORE SRR u ¢ = PETEIEDR
Protected Veew The bie argeated from o petertady umadte tocston, and medd features have been Snabied 4 eroed potentul ety mbs Leas Mt Lrable Al Festimm

Application Form

Call: 2008

KAT - Learning Mobity of indviduls

Erasmus+ Schnoleducaton sallmobiity

Fomween 182

[ If the form is viewed in "Protected View” mode, all features should be enabled for the form to

| function properly. If after enabling all features this message is still visible, check that JavaScript
is enabled in Edit - Preferences - Javascript

In this case you should press button "Options", choose "Trust this document always"
and save the electronic form:

L=l s

x

Sign Comment Extended

Options = Help

N
Trust this document onetimg\gn\y
Trust this document always

If the problem persists, check your Java Script settings in Adobe Reader and Acrobat
Reader:
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ﬁ KA1 KA101_A_1.06_EN_PROD.pdf - Adobe Readel

File 208 View Window Help

7 [ Undo Ctrl+Z
(| Redo Shift+Ctrl+Z
Cut Ctrl+X

L&) Copy Ctrl+C

a [l Paste Ctrl+V
Delete
Select All Ctrl+ 4
Deselect All Shift+Ctrl+A
Copy File to Clipboard
Take a Snapshot
Check Spelling
Look Up Selected Word...

, Find Ctrl+F
Advanced Search Shift+ Ctrl+F
Protection
Analysis
Accessibility
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You should have the following configuration:
Preferences
Categories: JavaSeript
Commenting Enable Acrobat JavaScript
Documents
Full Screen JavaScript Security
General
Page Display Enable menu items JavaScript execution privileges
Enable global object security policy
3D & Multimedia
Accessibility JavaScript Debugger
Adocbe Online Services
[7] Show console on errors and messages
Forms
Identity
Internet
Language
Measuring (2D)
Measuring (30)
Measuring (Geo)
Multimedia (legacy)
Multimedia Trust (legacy)
Reading
Reviewing
Search
Security
Security (Enhanced)
Signatures
Spelling
Trust Manager
Units

On top of what is written above, Adobe Reader and Acrobat Reader uses an enhanced
security feature that detects when the electronic form is attempting to connect to the
internet. Such situation will happen every time you need to input and validate a PIC
(Participant Identification Code, provided to the organisation upon registration in the
Participant Portal (see section on "Registering your organisation in the European
Commission's Participant Portal" at the end of this document) for a participating
organisation, or when you have changed a piece of data that impacts the budget
section, such as a distance band in the "Travel" budget section. In both scenarios the
electronic form will contact central European Commission servers to fetch the latest
data and information. The message displayed by Adobe Reader and Acrobat Reader is
as follows:

= — —

[Fle £t View Window Help = x|
ZRSE|® @ |]ia| = s - | & B [ ® Sign | Comment | Extended
/1), Some festures have been disabled to avoud potential security risks. Only enable these features if you trust this document. Options = Help

-
| Warning: JavaScript Window - (2}

‘ The Adobe Reader has the enhanced security feature enabled whach prevents
the POF document from connecting to external services, To allow the
conmection choose the appropriate option by click the opticas Button  the
yellow secunty warrsng bar.

[NotAllowedError: Secunty settings prevent access o this property or method.)

When confronted with this message you should press button "Options", select "I trust
this document always" and, when asked, save the form with the same name. This
process is sometimes a bit slow, so just let it finish before proceeding.
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New security feature introduced in the Acrobat Reader DC 15.9

When the user uses Acrobat Reader DC 15.9 for the first time with an electronic form
which is not stored in an already trusted folder, Acrobat Reader will prompt the user
with a new security question asking if the user trusts the "europa.eu" domain (it could
happen on Check PIC, on budget change or on submission).

Security Warning ﬁ

The document is trying to connect to:
I;& https://webgate.acceptance.ec.europa.eu

Do you trust europa.eu? If you trust the site, choose Allow. If you do not trust
the site, choose Block.

V| Remember this action for this site for all PDF documents

Help | Alow || Bok || Ccancel |

IT IS COMPULSORY FOR THE USER TO ANSWER "ALLOW" SO
THAT THE DOMAIN "EUROPA.EU" IS A TRUSTED DOMAIN AND
THE FORM WORKS PROPERLY.

If by mistake the user answers "Block" on the prompt about the "europa.eu" domain
then that answer will be applied to all electronic application forms and none will
properly work in that specific computer. The expected behaviour of the forms will be
to show the following error message every time the domain "europa.eu" needs to be
accessed e.g. when checking a PIC or computing budget:

-

Warning: JavaScript Window - [2]

The Adobe Reader has the enhanced security feature enabled which prevents
the PDF document from connecting to external services. To allow the
connection choose the appropriate option by click the options button in the
yellow security warning bar.

[NotAllowedError: Security settings prevent access to this property or method.]

In order to revert the previous decision to block the "europa.eu" domain and make the
electronic application forms work normally, the user needs to:
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1) Access Menu "Edit" -> "Preferences..." or Ctrl + K
| Fe = @
| he ® [E signin
= v @ OE - FBETD
Sttt o 2
Deseiect A ShiftaCirle A Page 2ed 34
Copy File to Ciphosd
@) Take a Snapshot Application Form |
I Check Speting Call: 2016 I
KA1 - Laarning Mobility of Individuals
School education staff mobiity
Q e CuieF Form Verson: 100
Adganced Search ShifteCirieF
Protecton
Acoessivility .
Manage Tocks
Preferences.. Ciriek

T -
~ PRSIV T — - - -
Fe 4 | pocuments ¥ Mow opering of non-POF file with of
Homy |Folkreen
Genesad Restore the defaul bt of allowed a0 desalowed fie sttachment types  Ft0r
@ | Page Dupley
| 30 & Mokimedia Internet Access freen POF Files outude the web browser
Accessdity Uniless exphealy d. POF fies cannot send Trernet
Adobe Onlime Serwces |
mad Accounts Change Settngs..
| Forms
Wy Acsomatc Adobe Approved Trusted Comficates Updates
| eeaScrgt B ¥ Load " per ent)
| Language
e srinpis i
 Messarng 00)
| Meswsing (Ges) Automatc € Union Trusted Cenficates
» | , wopean Approved Updates
| Mtimeds Trust (egacy) ¥ilond Adobe serves (no personal sent)
| Reading .
a2, hnseinos [ pssen
| Semch
| Securty
| Secumty (Enhanced) [E
| Segratares
Speting
| Tracker
1t Manager
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3) In the Web Sites table select row "europa.eu" "Always Block" and click on "Delete"
button

Manage Internet Access

Hest name{www.example.com): I

Web Sites

Name Access

europa.eu Always Block

Default behavior for web sites that are not in the above list:
© Always ask
Allow access

Block access

o [ Aamd | e

4) Finally click on "OK" buttons to apply the changes and close the properties'
windows.

After that try to open the electronic application form and make sure that this time you
choose the option "Allow" when prompted to trust the "europa.eu” domain.
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How to fill an electronic application form

This section will guide you through the main aspects to consider when filling an
electronic application form for applying for a grant under an Erasmus+ action
managed by the National Agencies.

Checking that you have downloaded the correct form
Before you start working on your application and filling in your project's data, it is

important that you check that you have the right form for the right "Action Type",
"Call" and "Round". Page 1 of every electronic application form contains this

information:

B. Context

Programme |Emsmu5+ |
Key Action |Learnlng Mobillity of Individuals |
Action |Mob||lty of learners and staff |
Action Type I'-'ET learner and staff mobility I
call 17 |
Round I%ound 1 I
pesdine st Y faasan 120000 |

Field "Action Type" will show you the action type and the field of education, training
and youth which the application form concerns. Do make sure you are using the right
one as your application will not display all fields that apply to your project if you
submit it through a different form and may be considered as ineligible as a
consequence.

Field "Call" is another important piece of information, as it indicates the year of the
Erasmus+ Call for proposals concerned.

In some cases, more than one application round may be organised within the same
call. Therefore, it is also important to check the selected application "Round" to which
you want to apply, since selecting an inactive round, i.e. one that is already closed,
will not allow you to submit your application.

Note that you cannot change the content of these three fields. If you find out that you
have selected the wrong application form, you need to close it and download the
correct form from your National Agency's website (see "electronic forms catalogue").
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Choosing the correct National Agency

Another important aspect to take into account is the National Agency to which you
want to submit your application. The selection of the National Agency is normally done
on page 2 of an application form. There you can find a drop-down list with the allowed
Erasmus+ National Agencies covering each field of education, training and youth. In
the list of values below, each National Agency is identified by a unique code
accompanied by the name of the country in the national language:

Application Form
Call: 2017
KA1 - Learning Mobllity of Individuals

El'a SmUS+ KA102 - VET learner and staff mobility

Form Version: 4.03

Applicant Organisation Full Legal Name (Latin ‘ |
characters)

Form hash code LN L

0000000000000000
B.2. National Agency of the Applicant Organisation

Identification -

For further details about the available Erasmus+
ATO1 (OSTERREICH)
https://eceuropa.eu/programmes/erasmus-plu BEOT (BELGIQUE)

BEO2 (BELGIE)

BEO3 (BELGIEN)

BGO1 (BbITAPWA (BULGARIA))

CYO1 (KYTIPOX (KYPROS))

CZ01 (CESKA REPUBLIKA)

DE02 (DEUTSCHLAND)

[ >

If a country has more than one National Agency, use the following hyperlink to consult
the full list of National Agencies, and find out the code of the National Agency
responsible for your field of education, training and youth to which you should submit
your application:

https://ec.europa.eu/programmes/erasmus-plus/contact

The information to look for is illustrated in the screen shots below and includes the
National Agency code and the fields in which it is active.

November 2016 1 5


https://ec.europa.eu/programmes/erasmus-plus/contact

Technical guidelines for completing application e-Forms European

Commission | Erasmus+

For actions managed by National Agencies

Austria v

Osterreichische Austauschdienst GmbH (OeAD)

Ebendorferstrabe 7
1010, Wien
Austria

NA Code: ATO1

+43 1 53408605
erasmusplus@oead.at
http://www.erasmusplus.at

Fields

School Education

Vocational Education and Training
Higher Education

Adult Education

The last aspect concerning the field(s) for which a National Agency has been
designated is of particular importance as this needs to match the electronic application
form you have chosen. In order to help you, the electronic application forms will only
show you the relevant National Agency reference according to the field of education,
training and youth that you want to submit your project to.

As an example, if you are interested in applying for a "KA101 - School education staff
mobility" grant, the application form will allow you only to select the following NA:

ATO1 (OSTERREICH). Whereas if you are interested in applying for a "KA105 - Youth
mobility", the application form will display the following NA: AT02 (OSTERREICH)

INTERKULTURELLES ZENTRUM (1Z)

Dresdner StraBe 82/12
1200, Wien
Austria

NA Code: AT02

+43 1 586 75 440
iz@iz.or.at
http://www.erasmusplus.at

Fields
Youth
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Using your PIC in an electronic form

For most actions, all participating organisations should be registered in URF and
should use their PIC (Participant Identification Code) when filling-in an e-Form (please
see section on "Registering your organisation in the European Commission's
Participant Portal" at the end of this document and User's Guide of the Unique
Registration Facility (URF) and User's Guide of the Unique Registration Facility (URF)
and Participant Portal for Education, Audio-visual, Culture, Citizenship and
Volunteering).!

When you and your partner organisations or consortium members have a PIC, you can
start using these identifiers in your electronic application forms.

The PIC field name is the place where you need to enter your organisation's
identification:

C. Particlpating organisation(s)
C.1. Applicant Organisation

puaszsre [checric ]

Full legal name (National Language)

Full legal name (Latin characters)

Acronym

Department (if applicable)

Address

| |
| |
| |
National 1D (if applicahlej ‘ |
| |
| |
| |

Country

After you have entered it, press button "Check PIC" so that the electronic form fetches
the organisation's data from the Participant Portal. In other words, you do not need to
enter again in the application form the organisation data that are already registered in
the Participant Portal.

! Specific guidelines for higher education student and staff mobility between Programme and Partner
Countries is provided in the section devoted to KA107.
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C. Particlpating organisation(s)

C.1. Applicant Organisation

Department (if applicable) ‘

Address }Avenue Louise 1

PIC 1048425746 \[Checkpic |
Full legal name (National Language) "lhe Organisation D |
Full legal name (Latin characters) )()rganlsallon D |
Acronym ‘ |
Mational 1D (if applicable) ‘BEBIZ |

|

|

Country ‘Belgl urm |

Once you have entered the PIC and the eForm has fetched the relevant information in

section C.1., you will also see that part of the information in section C.1.1 has also
changed:

C.1.1.Profile

Type of Organisation )Other

Is your organisation a public body? ‘Na
Is your organisation a non-profit? ‘Na
Total number of staff ‘

BN N N )

Total number of learners ‘

In the 2017 e-Forms the applicants can indicate the type of the organisation as this
information is no longer filled in the Participants Portal. Please note that, as the field
Type of Organisation is a compulsory one, the applicant cannot leave it empty and
should pick one option from the drop-down menu. If you cannot find the right
organisation type in the list of the drop-down menu, the organisation type can stay
"Other" in the electronic form. If you have already applied for Erasmus+ the field type
of Organisation will be already prefilled. Please check if the value displayed is correct.

In case the value in not correct, please choose another option from the drop-down
menu.

Mandatory fields

Mandatory (compulsory) fields are clearly identified in electronic forms through a pink
colour as depicted below:
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D. European Development Plan

What are the organisation's needs in terms of quality development and internationalisation? Please identify the main areas for
improvement (for example management competences, staff competences, new teaching methods or tools, European dimension,
language competences, curriculum, the organisation of teaching and learning).

Please outline the organisation's plans for European mobility and cooperation activities, and explain how these activities will
contribute to meeting the identified needs.

Please explain how your organisation will integrate the competences and experiences acquired by staff participating in the project,
into its strategic development in the future?

They need to be filled in, otherwise you will not be able to validate and submit your
electronic form.

Lists of values

Lists of values represent closed questions that you will need to answer by choosing
one or more entries from the ones available in the list. The example below represents
the selection of the language used to fill in the electronic form i.e. the language used
by the applicant to enter the project information:

B. Context

Programme ‘Erasmus+

Key Action ‘Learnlng Mobility of Individuals
Action ‘Moblllty of learners and staff
Action Type IVE[ learner and staff mobility
call 017

Round llound 1

Deadline for Submission (dd-mm-yyyy

hh:nn:ss - Brussels, Belgium Time) )02—02_201 LRI E N

Language used to fill in the form $ \German
Croatian
B.1. Project Identification h
Project Title gz':(':\h
English
Project Title in English Estonlan
Finnish
Project Acronym French
German

Project Start Date (dd-mm-yyyy)
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Dynamic sections

Some selections made in an electronic form will trigger the appearance or
disappearance of fields or sections following them. A typical example of this is the
"Consortium" section where an applicant can enter if it is applying on behalf of a
consortium:

IRV ITR T TV T Hpaters

Are you applying on behalf of a consortium?

‘Yes El‘

If the applicant enters "Yes" then a new "Consortium Member" section will be shown
where the members of the consortium can be identified:

Are you applying on behalf of a consortium?
Jres E

No
rives |

C.1.2.1. Consortium Member

|| Checkpic

PIC

Full legal name (National Language)

Full legal name (Latin characters)

Acronym

National 1D (if applicable)

Department (if applicable)

Country

P.O. Box

Post Code

CEDEX

| |
| |
| |
| |
| |
| |
Address | |
| |
| |
| |
| |
| |
| |
| |
| |
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Manually adding entire sections and entries

In certain places, you can add entire sections to the form, if they are relevant and
necessary for you. An example is adding project Partners.

Participating Organisations
In this section the data about your organisation is already available in the sub-section

"Applicant Organisation":

C. Participating organisation(s)

C.1. Applicant Organisation

PIC || Checkpic
Full legal name (National Language)
Full legal name (Latin characters)

Mational 1D (if applicable)

Department (if applicable)

Address

Acronym |

Country

If you need to add partner organisations to your application, you can do so by
pressing the button "Add Partner" located at the end of the "Applicant Organisation"
sub-section:

[ hddpartner |
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For some actions, a new sub-section will then appear, called "Partner Organisation”,
where you can enter all needed details:

C.3. Partner Organisation

|| Check PIC

PIC

Full legal name (National Language)

Full legal name (Latin characters)

Acromym

National 1D (if applicable)

Department (if applicable)

Address

Country

Partner organisations can be removed by pressing the button "Remove Partner"
located at the end of the last partner organisation:

[ AddPartner ] [[_Remove Partner _

Please note that you can only add partners at the end of the already introduced
partner sections, e.g. you cannot add partners between partners 2 and 3, if you have
already included 3 partners.

C.1.5. Contact Person

Title

Gender

First Name

Family Name

Department

Email

Telephone 1

S | N ) S J S I S | | R -

Position I

Online Linguistic Support Contact Person?

If the address is different from the one of the organisation, please tick this box

| Add Contact Person |

In the sections for the contact persons, the field "Online Linguistic Support Contact
Person?" has been introduced in the KA103, KA102, KA105, KA135 and KA116 2017
application forms to indicate whether a contact person is also responsible for Online
Linguistic Support.

OLS Contact Person? ’Yes B
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To be able to validate the forms, one of the contact persons must be flagged as Online
Linguistic Support contact person. It is not possible to flag more than one person. The
Online Linguistic Support contact person receives a notification by email when licences
for language assessments and language courses are available in the Online Linguistic
Support (OLS) system, and is responsible for sending invitations to mobility
participants to take the language assessment and start the language course, if
awarded. The Online Linguistic Support contact person is also responsible for
monitoring the usage of licences and can create additional Online Linguistic Support
users (aliases) with the same access rights if needed.

Adding new entries in lists of values

You can add new entries by clicking a button. For example, the question about the list
of topics that is most relevant to a given application:

E. Description of the Project

Why do you want to carry out this project? What are its objectives?

How did you choose your project partners? What experiences and competences will they bring to the project? Please also describe
how the project meets the needs and objectives of your partners.

What are the most relevant topics addressed by your project?

You should press the "+" button to add new entries or the "-" to delete existing ones.
Please note that the question is compulsory, so once you add a new entry you will
need to fill it in with one of the available options:
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E. Description of the Project

Why do you want to carry out this project? What are its objectives?

How did you choose your project partners? What experiences and competences will they bring to the project? Please also describe
how the project meets the needs and objectives of your partners.

What are the most relevant topics addressed by your project?

Access for disadvantaged

Agriculture, forestry and fisheries

Approaches to contain violence and tackle racism and intolerance in sport
Creativity and culture

Disabilities - special needs

Early School Leaving / combating failure in education

Economic and financial affairs (incl. funding issues)

Energy and resources

You can enter the same topic only once.

Filling in the budget section

The budget is one of the most important sections of your electronic application form.
It is partly completed based on what you have entered before in the content related
questions of the form.

More concretely, if you are preparing an application under "KA1 - Learning Mobility of
Individuals", the "Activities' Details" section will be the most important.

If you apply for a Strategic Partnership grant under "KA2 - Cooperation for innovation
and the exchange of good practices", note that the sections "Participating
Organisations”, "Intellectual Outputs”, "Multiplier Events" and
"Learning/Teaching/Training Activities" will drive most of the information contained in
the budget sections.

We will use an example of KA1 to illustrate the behaviour of the electronic application
forms in detail.
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Activities' Details

Bellow you will find an example on how to fill the section Activities' details for one of

the actions. Please note that there are some differences in information requested
across actions and business rules may be different.

Let's assume that you are preparing an application for "KA102 - VET learner and staff

mobility" and you have the following scenario:

Participants No. of Participants Acc
Duration Total No With special apprentices with Fewer Perso.ns
Mobility Activity Origin Destination Excluding of needs (out (out of total Opportunities (out of total
Type L of total number of (out of total
Travel Participants . number of
number of Participants) number of Participants)
Participants) Participants) P
VET learners | Austria Belgium 30 days 10 4 3 1 2
traineeships
in companies .
abroad Austria Portugal 60 days 10 4 3 1 2
Staff trainin :
9| Austria France 60 days 10 4 2
abroad

The first step is to create the needed activities for both types mentioned above: "VET
learners traineeships in companies abroad" and "Staff training abroad". You can start
with the first two flows that will cater for the "VET learners in companies abroad" type:

H.1. Activities' Detalls
Please enter the different mobility activities you Intend to implement in your project.

Activity No. Al
Activity Type VET-COMP - VET learners traineeships in companies abroad -
Is the activity duration longer than one month (30 days excluding travel)? -
Participants No. of witnc:f‘;wal Accompanying
. Total Duration Total Duration with Special | apprentices s
FlowNo. |  CountryofOrigin | Country of Destination | Distance Band | Duration ffull Duration (axtra) ey o | Travel | Py o Ma-of | oods outof | (outoftotal | OPPOMunitie |Persons foutof
months) days) Days Participants s (outoftotal | total number
Travel (days) Travel (days) Int'alt_n!n\her tu_npunf numberof  |of Participants)
of Participants) | Participants) Participants)
1 Austria - Balgium -|| s00-1900km |- 1 0 30 2 32 4 4 3 1 2
2 Austria | Portugal ~|| 2000-2000km |~ 2 0 60 2 62 & 4 3 1 2
I
Total | 90 | @ | o4 | 10 ‘ 8 | 6 ‘ 2 | 4

[ AddActvity | [ Remove Activity |

The first activity will cater for the 4 participants going to Belgium for 30 days and the
remaining 6 participants going to Portugal for 60 days. Please note that, in this activity
type, column "No. of Participants" refers to the total number of persons within the flow
which also includes participants with special needs, accompanying persons, etc. The
different destinations and corresponding flow durations are handled by breaking down
the total number of participants in the activity into two different flows. In the given

example, all flows include two additional days accommodating the travel time to and
from both destinations.

Depending on the answer to the question "Is the activity duration longer than one

month (30 days excluding travel)?", different fields for duration (months or days) will
be editable.

25
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H.1. Actlvities’ Detalls

Please enter the different mobility activities you intend to implement in your project.

Activity No. Al

Activity Type -COMP - VET learners traineeships in companies abroad M

Is the activity duration longer than one month (30 days excluding travel)? -
Duratio o

FlowNo. | CountryofOrigin | Country of Destination |  Distance Band mn‘;“g‘ Yes

Finally, you have to create a new activity to cater for the flow for all other relevant
staff participants that are going from Austria to France for 60 days:

Activity No. A3
Activity Type -STA - Staff training abroad -
" . y Acce
. " Total Duration Total Duration ‘with Spedial
Flow No. Country of Origin Country of Destination Distance Band D‘f“’:mﬁ" D““::‘;sgem Excluding TB""‘: Including M’:“C’L o | Neads fout of Pr:‘m"':.‘“‘,""w
Travel (days) ay Travel [days) total number of Participants)
of Participants) "
1 Austria - Franca - 500 - 1998 km . 2 o 60 2 62 10 4 2

1]

10tal| 0 | 2 ‘

[ AddActvity | [Remove Activity |
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Completing the Budget

Now that you have entered the needed activities and other relevant information, it's
time to look into the budget section where the funds needed to support your project
are to be specified.

One of the most important principles of Erasmus+ is the wide use of unit cost based
grant items. In the case of unit costs, you do not have to calculate the real cost of
expenses, but instead indicate the number of units (number of days or number of
participants) for a given grant item; based on that number, the form then calculates
automatically the grant amount that can be requested, multiplying the number of
units with the unit cost concerned. You can find all information in the Programme
Guide to verify the type of costs eligible under each grant item, the unit cost levels
and rules of allocation. Please note that not all Budget sections are relevant for all
actions.

When filling in an application form for KA2, it is also very important to bear in mind
that each project activity must be assigned to a specific organisation in order for the
grant to be allocated and calculated correctly. This means that if you enter activities
but don't state which participating organisations will implement them, they will not
appear in the budget section.

Travel

The first section you need to check is "Travel". The electronic form should have
retrieved the proper travel grant per participant depending on the correct distance
band entered for each of the previously created flows.

If duly justified in the application form, a participant can be entitled to receive two
top-ups for expensive domestic travel costs to participate within the same mobility
activity: one to reach a main HUB/airport and/or a train/bus station within the country
of origin and one more to reach a remote final destination within the receiving
country.

For further information please consult the Programme Guide for the overview of funding rules. Please note that all amounts must be expressed in Euros.

No. of Top-ups
No. of Top-up for un;hr-::nte%t::) *
Activity Flow Country of Country of Travel Grant | - Participants "Expensive | accompanying Total Travel
Activity Type Distance Band per {including Grant
No. No. Origin Destination Participant | accompanyl Domestic persons) for Requested
pa er:):ns) "8 | Travel Cost’ 'Expensive q
P Domestic Travel
Cost"
a1 |VET-COMP -VET learners traineeshipsin | Austria Belgum | 500-1999km |  275.00 4 180.00 0 1100.00
panies abroad
'VET-COMP - VET learners traineeships in
Al panies abroad 2 Austria Partugal 2000 - 2999 km 360.00 6 180.00 0 2160.00
A2 |VET-STA - Staff training abroad 1 Austria France 500- 1999 km 275.00 10 180.00 0 275000
Total 6010.00

Some participants may not need to receive a grant for travel purposes. In that case
you can decrease the No. of Participants and fund less than the total number of
participants indicated previously:
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J. Budget
For further information please consult the Programme Guide for the overview of funding rules. Please note that all amounts must be expressed in Euros.
J.1. Travel
No. of Top-ups
{Including those
No. of
Top-up for granted to
Activity Flow Country of Country of Travel Grant | - Participants "Expensive | accompanying Total Travel
Activity Type Distance Band per ({including Grant
MNo. MNo. Origin Destination Domestic persons) for
Participant | accompanying Travel Cost® *Expensive Requested
persons) Domestic Travel
Cost"
e = e IR | Austria Belgium 500 - 1999 km 275.00 3 180.00 0 825.00
panies abroad
an |PERERtE AR RS | g Austria Portugal 2000 - 2999 km 360.00 5 180.00 0 1800.00
panies abroad
A2 |VET-STA - Staff training abroad 1 Austria France 500 - 1999 km 275.00 5 180.00 0 1375.00
Total 4000.00

In order to select the correct distance band, you need to get the distance calculated
by the web tool that you can access via this hyperlink:

http://ec.europa.eu/programmes/erasmus-plus/resources_en#tab-1-4

http://ec.europa.eu/dgs/education_culture/tools/distance_en.htm

With this tool you can enter the Origin and Destination cities in two given countries
and get the calculation of the distance in one direction. On the basis of this
information you have to select the corresponding distance band. If the participant
needs to go to a farther city to get to his/her final destination (to reach the airport for
example) it is possible to take this city as departure point.

The distance band chosen will determine the grant amount available for that distance,
as specified in the Erasmus+ Programme Guide. You only need to enter the distance
band: the correct grant amount corresponding to the distance band is completed
automatically.

Nota bene: When calculating the actual distance you should fill in only the
distance from the place of origin to the place of destination and not both
ways. The unit cost is calculated on the basis of one way distance; however,
the related grant is a contribution to the expenses for travelling in both
directions.
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Instructions
In order to use the calculator, you should:
1. Begin typing a location in the "From:" box
when provided with the list of locations, click on the correct one.

2. Repeat the procedure for the "To:" box.
3. Click "Calculate" to obtain the distance, provided in kilometres.

If you do not click on an option in the "From" and "To" boxes, no result will be displayed.

If you receive a distance of NaN, please refresh your page and follow the instructions above.

From: |V'|enna |

To: | Istambul |
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If you do not click on an option in the "From™ and "To" boxes, no result will be displayed.

If you receive a distance of NaN, please refresh your page and follow the instructions above.

From: Vienna

To: Trabzon

Distance: 2004.70 km.
= h,. S £ .f}.‘ Jw,\ ”

-

The distance band calculator calculates the actual distance. As a consequence, you
may get a situation whereby travelling from one country to another may result in the
use of different distance bands depending on the actual place of origin and arrival for
each mobility. In such cases, you can, if you wish, create several flows with the same
Countries of Origin and Destination in order to get the breakdown that you will need to
indicate different distance bands in the budget section.

If for example, you have two groups of participants both going from Wien, Austria to
two different cities in Turkey that are quite distant from each other like Istanbul and
Trabzon, you use this approach to request the right travel grant for both groups of
participants:

Distance (from - .
Origin Destination Distance Calculator CorresponB(:rr:g Distance ::ai"l::ti(.::";a:;t
Web Tool) P P
Vienna, Austria | Istanbul, Turkey 1274 km Band [500 - 1999] km 275€
Vienna, Austria | Trabzon, Turkey | 2004 km Band [2000 - 2999] km 360€
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H.1. Activities' Detalls

Please enter the different mobility activities you intend to Implement In your project.

Activity No. Al
Activity Type VET-COMP - VET learners traineeships in companies abroad M
Is the activity duration longer than one month (30 days excluding travel)? M
Participants No. of wimcl‘:;we: Accompanying
. . Total Duration Total Duration with Special | apprentices o
FlowNo. | CountryofOrigin | Couniry of Destination | Distance gand | Duration full |Duration textra) ©p ™ | Travel ) Py ing No.of | o odis (outof | (outoftotal | CPPOrtunitie |Persons foutof
'months) days) Days Participants s (out of total | total number
Travel (days) Travel (days) mtalr_u._nm: rmlnpetof numberof |of Participants)
of Participants) | Participants) Participants)
1 Austria - Belgium - s00-1999km |+ 1 [ 30 2 2 4 4 3 1 2
2 Austria - Portugal || 2000-2999km |~ 2 ] 60 2 62 [ 4 3 1 2
3 Austria - Turkey < 500-1999km |- 2 ] 60 2 62 3 o o 0 0
4 Austria M Turkey || 2000-2000km |+ 2 ] 60 2 62 3 o ] o o
]
Total | 210 | 8 ‘ 218 ‘ 16 | 8 | 6 | 2 |

This approach will allow you, in the budget section, to specify a different distance band
for the two different groups of participants, even if they share the same Origin and
Destination countries:

J.1. Travel

No. of Top-ups
(including those
Top-up for granted to

No. of

Travel Grant | Participants . Total Travel
Activity Activity Type Flow Country of Country of Distance Band per (including Expensive | accompanying Grant
Ne. No. Origin Destination participant | accompanyi Domestic persons) for Requested
pal PaMYING | 1ravel Cost' "Expensive eq

persons) Domestic Travel

Cost"

e CleerEa R Tt e Austria Belgium 500-1999km |  275.00 3 180.00 0 825.00
\companies abroad

|VET-COMP - VET learners traineeships in

Al lcompanies ab; 2 Austria Portugal 2000 - 2999 km 360.00 5 180.00 0 1800.00
Eﬁp “VET learners traineesnips in _
Al \companiies ab 5 Austria Turkey 500- 1999 km 275.00 3 180.00 0 825.00
[VET-COMP - VET learners traineeships In
Al |companiies ab 4 Austria Turkey 2000 - 2999 km 360.00 3 180.00 0 1080.00
— —
A2 |VET-STA - Staff training abroad 1 Austria France 500- 1999 km 275.00 5 180.00 0 1375.00

Total | 5905.00

In the Country of Origin you should specify the country from which the participants
will travel, i.e. the country in which the sending organisation is based.

When applying for a structured course for School education staff mobility or Adult
education staff mobility, it is possible that the exact distance cannot be specified at
application stage. The sending institution might have a realistic idea about the place of
destination but in case it doesn't, the average distance for the chosen country should
be inserted. At final report stage, the actual final destination will have to be used to
select the correct distance band.

Individual Support

Some cells in the budget tables do not require you to enter any values. This is
because the information you have entered before in the Activities' Details section
allows the electronic form to calculate automatically the grant amounts that you can
request. Please note that here you can request funding for a lower number of
participants by changing the units which in this case are the number of participants
(excluding accompanying persons) and the number of accompanying persons. The
budget section Individual Support is one such example as you can see below:
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J.2. Individual Support

Participants (Excluding Accompanying Persons) Accompanying Persens
Activity Activity Type Flow | Country of No. of Total Grant
No. No. Destination | Duration per | Participants Grant per Duration per No. of Grant per Requested
Participant (Excluding P Accompanying | Accompanying | Accompanying
Participant
(days) Accompanying Person (days) Persons Person
Persons)

A1 |VET learners traineeships in companies abr 1 Belgium 32 2 752.00 32 2 2050.00 5604.00

Al |VET learners traineeships in companies abr| 2 Portugal 62 4 1142.00 62 2 3106.00 10780.00

A2  [Staff training abroad 1 France 62 7 3670.00 62 1 I 3670.00 29360.00

Total| 45744.00

Normal Participants vs Accompanying Persons Mobility Durations

Sometimes the accompanying persons stay for a shorter period than the normal
participants. If this is the case, you can simply amend the duration of the
accompanying persons in the budget section to a lower value:

J.2. Individual Support

Participants (Excluding Accompanying Persons) Accompanying Persons
Activity Activity Type Flow Country of No. of Total Grant
No. No. Destination Duration per | Participants Grant per Duration per No. of Grant per Requested
Participant (Excluding Partici P nt Accompanying | Accompanying | Accompanying
(days) Accompanying pa Person (days) Persons Person
Persons)

Al |VET learners traineeships in companies abr| 1 Belgium 32 2 752.00 2 2 154.00 1812.00

Al |VET learners traineeships in companies abr| 2 Portugal 62 4 1142.00 2 2 132.00 4832.00
A2 |Staff training abroad 1 France 62 7 3670.00 2 1 154.00 25844.00
P 4 Total | 32488.00

Special Needs Support

This budget section is different from the ones mentioned above because here the
electronic form will not perform any automatic calculations. You will therefore have to
indicate the additional amount you wish to receive as a grant for those mobility
activities that include participants with special needs. Please note that "participants
with special needs" refers exclusively to persons with disabilities as specified in the
Erasmus+ Programme Guide. The number of participants indicated per activity cannot
exceed the total number of participants with special needs mentioned in Activities'
Details section.

J.4. Speclal needs’ Support

No. of Participants
Activity No. Activity Type With Special Needs Description of Costs Total Grant Requested
Al H VET learners traineeships in companies abroad 5] description 200.00
Total 200.00

Nota bene: As regards special needs support for Strategic Partnerships, it concerns
any additional costs related to involvement of participants with special needs, i.e. it is
not limited to additional costs of persons with special needs taking part only in
teaching/training/learning activities.
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Budget Summary

The budget summary will give you a complete overview of your project's budget,
broken down per activity and per budget section:

K.2. Budget Summary

The sum of previous sections representing the total grant requested for this application.

Activity No. Activity Type Travel Individual Support | Special Needs Support Exceptienal Costs Total
Al VET learners traineeships in companies abroad 2985.00 6644.00 500.00 600.00 10729.00
A2 Staff training abroad 1375.00 25844.00 27219.00
Total 4360.00 32488.00 500.00 600.00 37948.00
|Organisatlonal Support | 4900.00 |
| Linguistic Support | 150.00 |

K.2.1. Project Total Grant

|Granl Calculated | 42998.00

The values shown in the Budget Summary are calculated automatically on the basis of
the values calculated and/or entered in the detailed budget sections. Any corrections
(for example because you forgot to introduce a certain grant request) have to be
made in the detailed budget sections, not in the Budget Summary. Please note that in
the above given example Organisational Support and Linguistic support are also
shown for completeness reasons.

Project Total Grant

Finally, the electronic form will show you the total calculated grant requested in your
application form:

K.2.1. Project Total Grant

| Grant Calculated | 42998.00

Checklist

After you have completed the application form but before you validate it and submit it
to the National Agency, it is highly recommended that you check the points listed in
the Checklist to make sure that your application fulfils all basic requirements.

Please note that in KA1l mobility project applications, the attachment of
mandates for each partner organisation is required only for applications in the youth
field and for partner organisations in national consortia in school education,
higher education, vocational education and training and adult education.

In case you are applying for a grant exceeding 60.000 EUR and your organisation is
not a public body or an international organisation, you must have uploaded the
required documents to give proof of your financial capacity in the Participants' Portal
where you registered your organisation. These documents must be available to your
National Agency at the latest before signing the grant agreement in case your project
is selected.

Concerning the attachment of supporting documents, you should only attach the
documents that are required for the type of organisation in question. For further
reference, please check the national requirements that your National Agency may
have set and the applicable rules for your type of organisation.
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Validating a form

In order to ensure correctness of the data entered into the form, the electronic
application form will apply the relevant Erasmus+ rules as much as possible. The
following non-exhaustive list shows the major types of validations carried out:

Compulsory fields

If you do not enter an answer in a compulsory field, you will not be able to submit
your application, and the electronic form will ask you to enter the missing information.

B. Context

Deadline for Submission (dd-mm-yyyy
hh:nn:ss - Brussels, Belgium Time)

Language used to fill in the form $I :I

-

Programme |Emsmus+ |
Key Action |Learnlng Mability of Individuals |
Action IMobility of learners and staff |
Action Type I'-'ET learner and staff mobility I
call 17 |
Round hound 1 I

|

|(]2—ﬂ2—20'| 7 12:00:00

Warning: JavaScript Window - LanguageCCM2Id

P ) This field is mandatery: 'Language used to fill in the form’
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Duplicated PICs in participating organisations

Once a PIC is used for one of the participating organisations, the same PIC cannot be
used for another organisation.

C.1. Applicant Organisation
|943425745 I Check PIC

PIC

Full legal name (National Language)
Full legal name {Latin characters)
Acronym

National ID (if applicable)
Department (if applicable)

Address

Country

’The Organisation D

‘Organisation D

BE-BIZ

‘Avenue Louise 1

‘Belgium

C.3. Partner Organisation

PIC

Full legal name (National Language}

I‘948425746I

[ CheceFe

Full legal name (Latin characters)
Acronym

National 1D (if applicable)

Department (if applicable)

Warning: JavaScript Window -

The PIC entered for a participating organisation cannot be repeated in another
participating organisation.

Address
Country

Region

Double entries in lists

If you are confronted with a closed question asking you to select one or more items
from a list, you cannot choose the same entry twice.

E. Description of the Project

Why do you want to carry out this project? What are its objectives?

How did you choose your project partr
how the project meets the needs and o

-
Warning: JavaScript Window -

L — —

@ This value has already been selected

L

What are the most rel t topics addr

|Creatlwlly and culture

|Creatlwlly and culture

L+ J[ -
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Invalid flow duration for a given activity type

Each flow within an activity type is constrained by several rules that guarantee the
respect of the eligible duration per type of activity.

Activity No. A2
Activity Type Staff training abroad H
Participants Accompanying
Total Duration Total Duration with Special
Flow No. Country of Origin Country of Destination Distance Band Duration {ful |Duration (extra| e ing ™ | ™€ | jneluding MNo.OF | s fout of |Porions foutof
months) days) Days Participants total number
Travel (days) Travel [days) total number of Participants
of Participants) ipants)
1 Austria H France B 500 - 1999 km - 3 a o0 2 93 10 4 2
1] ”
Total ‘ %0 | 2 ‘ 92 ‘ 10 | 4 | 2

If you enter a duration that is under the minimum or above the maximum allowed, the
form will not be valid.

Warning: JavaScript Window - DurationMobilityInDays

The duratien excluding travel time of each flow in the selected activity must be
between 2 days and 2 months (60 days).

You will also not see any grant amounts in the budget section for such an activity.

J.2. Individual Support

Participants (Excluding Accompanying Persons) Accompanying Persons
Activity Activity Type Flow | Countryof No. of Total Grant
No. No. Destination | Durationper | Participants Grant per Duration per No. of Grant per Requested
Participant (Excluding Partici P nt Accompanying | Accompanying | Accompanying
(days) Accompanying pai Person (days) Persons Person
Persons)
Al |VET learners traineeships In companies abr 1 Belgium 32 2 752.00 2 2 154.00 1812.00
Al |VET learners traineeships In companies abr| 2 Portugal 62 4 1142.00 2 2 132.00 4832.00
A2 |Staff training abroad 1 France 92 7 92 1
, Total

If any such issue is present in a form, the validation process will detect it and redirect
you to the question where the issue was identified. You should correct your input and
validate the form again.

This process needs to be repeated until all validation rules are met and the form is in a
validated status, at which moment you will see the following message:
Warning: JavaScript Window - The form is valid

T | The form is valid
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Annexing documents

You need to attach some files to your application.

Please note that all documents mentioned in section "Checklist” need to be attached here before you submit your application online.

File Name File Size (kB)

Add

Add

Add

Add

Add

Add

Add

Add

Add

Add

Total Size

There are, however, constraints that need to be observed, such as the allowed
number of attachments, the file types used and the total size of all attached files.

The allowed number of attachments is constrained by the number of rows in the above
table to a maximum of 10 files.

Concerning the attachment of mandates to the applicant organisation, the documents
should be scanned together with the Declaration of Honour in a single file. The file
types allowed are the following:

[MAXIMUM NUMBER OF ATTACHMENT: 10]

[MAXIMUM TOTAL SIZE OF ATTACHMENTS: 10 MB]

[ALLOWED FILE TYPES, CDOC,DDOC,BDOC]

PDF

DOC (a pre-2007 word document)

DOCX (a post-2007 word document)

XLS (a pre-2007 excel file)

XLSX (a post-2007 excel file)

JPG (an image file in jpeg format)

TXT (a text document)

ODT (open office word processor document)
ODS (open office spreadsheet document)

CDOC,DDOC,BDOC ( electronic signature)
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In 2017 you can use a maximum of 10.240 kB for all your attachments, meaning that
you can have files of different sizes as long as their total combined size does not
exceed this limit. If you do exceed this limit your form will not be valid and you will
get the following message:

Warning: JavaScript Window -

The total size of documentis) exceeds the maximum allowed (kB): 10240

'\

Please reduce the size of the annexed documentis).

.

If you need to attach a lot of documents to your electronic application form, you
should scan, group and attach them so that they fit the 10 available slots for annexes.
An example of this case would be the participating organisations' mandates. In this
example you can perfectly well group all scanned mandates into a single PDF file and
attach it to the form.

Please find some advices how to decrease the total size of documents.

Often the big size of a document is due to images. These images can be a direct file or
attached inside a document like a word document or PDF document (a scan).

WARNINGS:

- Before implementing any of these following solutions, please make a
backup copy of your documents.

- After applying the solutions, please check the quality of the result and be
sure that the documents are still readable without difficulty.

PDF files:

WARNING: Don't use this solution with the PDF form itself. It will break it
definitely.

It exists a lot of free online tools to compress big PDF files. You can easily find some of
them by searching "compress PDF file" on Internet. So you can use the convenient
one with your criteria: using your language, with more or less warranty of
confidentiality, etc.

Some PDF tools (other than the Acrobat Reader) have the option to save as "optimized
PDF". These tools must not be used with the PDF form.

DOC/DOCX Word document with image embedded:

Recent version of Microsoft word has an option to compress one selected image or all
images of the documents. The place of this option is changing from one version to
another, so we cannot explain here how to reach it. Please have a look on your
documentation or on Internet for your specific version.
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ODF documents
Since version 4.0, LibreOffice has the option to compress all images like Microsoft
Word.

Scanned documents

If you still have the original file, you can consider rescanning the document with a

lower quality. This can be done by answering these questions:

- Do you need colour? Grayscale or Black and White is enough?

- Do you need a good resolution (ppm/ppi)? Generally 300 are enough for images
and even less for text.

- Do you save the file in a compressed format? Depending of the tool you use it
could be difficult to know the answer and you may need to make some different
tests to compare the resulted file size. Please note that the .JPG is a compressed
image file format. The output in PDF could be or not compressed (if it is not
compressed, you can apply the solution above).

Remarks: Additional effect to reduce the size of the documents will be to make the
submission faster as less data need to be transferred through Internet.

Annexing a Declaration of Honour

One of the files you are required to annex to your application form is a duly signed
Declaration of Honour, partially depicted here:

N. Declaration of Honour

To be signed by the person legally authorised to enter into legally binding commitments on behalf of the applicant organisation.

|, the undersigned, certify that the information contained in this application form is correct to the best of my knowledge. | put
forward a request of an Erasmus+ grant as set out in section BUDGET of this application form.

Declare that:

- All information contained in this application, is correct to the best of my knowledge.

- In the case of projects in the field of youth, the participants involved in the activities fall in the age limits defined by the Programme.
- The organisation | represent has the adequate legal capacity to participate in the call for proposals.

CITUuCcD
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conducted by National Agencies, the Executive Agency and/or the European Commission, where the participation of individual
participants may also be required.

| acknowledge that administrative and financial penalties may be imposed on the organisation | represent if it is guilty of
misrepresentation or is found to have seriously failed to meet its contractual obligations under a previous contract or grant award
procedure.

Place: Date (dd-mm-yyyy):
Name of the applicant organisation:

Name of legal representative:

Signature:

National ID number of the signing person (if requested by the National Agency):

Stamp of the applicant organisation (if applicable):

| Print Declaration of Honour

To do so you first need to print it. This can be done by using the "Print Declaration of
Honour" button as illustrated above. You must then have it signed by the person who
is legally authorised to represent your organisation.

For mobility project applications, the attachment of mandates for each partner
organisation is required only for applications in the youth field and for partner
organisations in national consortia in the fields of school education, higher education,
vocational education and training, and adult education.

Finally, you must scan the sighed document to a PDF or JPG format so that you can
attach it to your electronic application form. In case mandates from the partner
organisations are required (see "Checklist" above) you are advised to scan them
together with the Declaration of Honour to limit the number of annexes to the form.
The final result should be somewhat like the one depicted below with your own
filename specified:
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Please note that all documents mentioned in section "Checklist” need to be attached here before you submit your application online.

File Name File Size (kB)

Declaration_of_honour.pdf 304 Remove
Add
Add
Add
Add
Add
Add
Add
Add
Add

Total Size 304

Submitting a form

After you have validated and annexed all documents needed to your electronic
application form you are ready to submit it to your National Agency.

Different application deadlines will apply depending on the "Call", "Action Type" and
the "Round" (where applicable) that you are applying for.

B. Context

Programme ‘Erasmus+ ‘
Key Action Learning Mobility of Individuals

Action Mobility of learners and staff

Action Type l.'l:‘[ learner and staff mobility

call

Round

Deadline for Submission (dd-mm-yyyy
hh:nn:ss - Brussels, Belgium Time)

Language used to fill in the form ')utch EI

Because there are several rounds within a call for Youth action types, please make
sure that you respect the deadline for the specific round that you are applying to (see
Programme Guide for details on deadlines).

The submission of an electronic application form is done in the "Submission" section:
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Before submitting the form electronically, please validate It. Please note that only the final version of your form should be submitted
electronically.

[ Ve
Submit Online

Validation of compulsory flelds and rules

P.2. Standard Submission Procedure

Online submission (requires Internet connection)

Submitted |YE5

Submission date (Brussels, Belglum Time) ‘2014-12—10 16:53:38

Submission ID |10Cll)393 |

Hash code ‘7D3D4591 ED45A33E

P.3. Alternative Submission Procedure

If you cannot submit your form online you can still do it by sending an emall to your Natlonal Agency within the 2 hours following
the official deadline. The emall must contain the complete electronic form and any file attachments you wish to send. You must also
attach a snapshot of section "Submission Summary" Indicating that this electronic form could not be submitted online. Your National
Agency will analyse your situation and provide you with further instructions.

P.4. Submission Summary

This table provides additional Information (log) of all form online submission attempts, particularly useful for the National Agencles
In case of multiple form submissions.

Number Time Form Hash Code Submitted Description |

—
2014-12-1016:53:38 Your submission was successful. I
U iErusselsI BeHIurn ﬂmel Bl S U= Submission ID: 1000893

P.5. Form Printing

Print the entire form | Print Form |

You should first make sure you have a valid application form by pressing the
"Validate" button one last time.

The form is valid

@ The form is valid

If everything is correctly filled in you can press the "Submit" button to have your
electronic application sent to your National Agency. If all goes well, you will see the
following screen:

P.2. Standard Submission Procedure

Online submisslon (requires Internet connection) | Submit Online |
Submitted ‘
Submission ID 1000893 ‘
Submission date (Brussels, Belgium Time) ‘2014-1 2-10 16:53:38 ‘
Hash code ‘?DBD4591ED45A33E ‘

Let's look at each of these fields in order to understand their meaning and use:

= The "Submitted" column indicates if the submission was successful. A "YES"
indicates a successful outcome.
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= The "Submission ID" is an identifier returned automatically by the European
Commission IT servers that uniquely identifies your specific submission. If you
submit again you will get a new identifier.

= The "Submission Date" is the date and time at which your application was
received by the European Commission IT servers. It is therefore specified in
Brussels time as will be explained later in this chapter.

= Finally, the "Hash Code" is a code automatically generated by the electronic
form to monitor changes in the contents of your form. Every time you change
something in the form and save it, a new hash code is generated to reflect the
changes. In this way you and your National Agency can quickly spot if there are
content changes from one form submission to another and take the necessary
actions.

Applications must be submitted to the National Agency only online. You don't have to
send a printed version of the application, nor of the attachments. The print option is
intended for your own use.

Submitting more than once

After you have submitted your form, the "Submit" button will no longer be available:

P.2. Standard Submission Procedure

Online submission (requires internet connection)

Submit Online

However, you can resubmit your form if you have found a problem with its contents
and provided that you have detected the problem before the deadline for submission.
In order to be able to submit again you need to save the form, close and reopen it:

P.2. Standard Submission Procedure

Online submission (requires internet connection)

Submit Online

The form will keep track of all your submissions and their status in the table
"Submission summary":

P.4. Submisslon Summary

This table provides additional information (log) of all form online submission attempts, particularly useful for the National Agencies
In case of multiple form submissions.

Number Time Form Hash Code Submitted Description
2014-12-10 16:53:38 Your submission was successful.
! (Brussels Beliom T 7D3D459EDASAISE Submission ID: 1000893

The "Time" column shows you the date and time at which you have submitted your
form according to the Brussels time zone.

Late submission of the application

If you miss the official application deadlines you will not be able to apply. However, an
exception is made if you can prove that you tried to apply before the official
application deadline and were not able to do so due to technical reasons.

In the latter case, your National Agency may still consider your application, if all three
conditions listed below are met:
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1. The date and time of your last submission attempt as mentioned in the
electronic application form "Submission Summary" section are before the
applicable official application deadline.

2. You have informed your National Agency within 2 hours after the application
deadline (Brussels time!). After this time, your application can no longer be
considered.

3. You have sent to your National Agency within 2 hours after the application
deadline (Brussels time!), by email, your complete application form unmodified
after your submission attempt.
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Specific guidelines concerning the different Erasmus+
action types

The following section will emphasise certain specific characteristics of the application
forms for KA1, KA2 and KA3 and the respective Action types.

Nota bene: the quality of your application will be assessed against the award criteria
specified in the Programme Guide. Please make sure that in your application you
provide all the necessary information that will allow experts to assess all elements of
analysis of each award criterion. If you want more information on how experts will
assess the award criteria, please consult the Erasmus+ Guide for Experts, which is
available at the Erasmus+ website at http://ec.europa.eu/programmes/erasmus-
plus/resources_en

Please note that for higher education, applications for Mobility of learners and staff do

not undergo quality assessment, as this has already taken place through the award of
the Erasmus Charter for Higher Education;

Application forms for Accreditation
KA108 - Accreditation of Higher Education Mobility Consortia

Profile Section

If the Type of Organisation is prefilled with "Other", the correct organisation type
should be selected from the drop-down list. Below you'll find three examples of
relevant organisation types.

In the case of a higher education institution, select "Higher education institution
(tertiary level)":

C.1.1.Profile

Type of Organisation |ngher education Institution (tertiary level) B

In the case of a chamber of commerce, select "Social partner or other representative
of working life (chamber of commerce, trade union, trade association)":

C.1.1.Profile

Type of Organisation ‘Soclal partner or other representative of working life (chambers of commerce, trada

In the case of an SME, select "Small and medium sized enterprise":

C.1.1. Profile

Type of Organisation |5ma|| and medium sized enterprise H
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Accreditation Section

Independently of the type of organisation, in this section the field "Accreditation Type"
will always be pre-set with "Erasmus Charter for Higher Education (ERASPLUS-ECHE)":

D.2. Accreditation

If you are a higher education institution and if the field "Accreditation Reference' below is empty instead of showing an Erasmus
Code, it means that the PIC you entered is not linked to an Erasmus Code. Please go to the EACEA website for the most recent list of
PICs and corresponding Erasmus Codes: http:/feacea.ec.europa.ew/erasmus-plus/actions/erasmus-charter_en If you are not a higher
education institution, please write "Non applicable” in the field "Accreditation Reference".

Accreditation Type Accreditation Reference

Erasmus Charter for Higher Education (ERAPLUS-ECHE)

e Higher education institutions

If the applicant/coordinator or a member of the consortium is a higher education
institution (HEI), the institution must have the "Erasmus Charter for Higher Education
(ECHE)" accreditation. The HEI is supposed to have a single PIC linked to an Erasmus
Code. The Erasmus Code (e.g., A WIENOS) is the institution's accreditation reference.

Once you enter the PIC of an HEI, the field "Accreditation Reference" (in section D.2
for the applicant and D.6 for the consortium members) will be automatically filled in
with the corresponding Erasmus Code (e.g., A WIENO5, A WIENOZ2, respectively):

D.2. Accreditation

If you are a higher education institution and if the field "Accreditation Reference' below is empty instead of showing an Erasmus
Code, it means that the PIC you entered is not linked to an Erasmus Code. Please go to the EACEA website for the most recent list of
PICs and corresponding Erasmus Codes: http://feacea.ec.europa.eu/erasmus-plus/actions/erasmus-charter_en If you are not a higher
education institution, please write "Non applicable’ in the field "Accreditation Reference’.

Accreditation Type Accreditation Reference

Erasmus Charter for Higher Education (ERAPLUS-ECHE) AWIENDZ|

D.6.2. Accreditation

If your organisation is a higher education institution and if the field *Accreditation Reference" below is empty instead of showing an
Erasmus Code, it means that the PIC you entered Is not linked to an Erasmus Code. Please go to the EACEA website for the most
recent list of PICs and corresponding Erasmus Codes: http://eacea.ec europa.eu/erasmus-plus/actions/erasmus-charter_en If your
organisation is not a higher education institution, please write "Non applicable" in the field "Accreditation Reference".

Accreditation Type Accreditation Reference

Erasmus Charter for Higher Education (ERAPLUS-ECHE) A WIENOS|

If the field "Accreditation Reference" remains empty, it means that the PIC you
entered is not linked to an Erasmus Code. Please go to the EACEA website for the
most recent list of PICs and corresponding Erasmus Codes
(http://eacea.ec.europa.eu/erasmus-plus/actions/erasmus-charter_en) and use in
your application the corresponding PIC that is displayed in this list.

In case you see any discrepancy in this list, please contact EACEA at the email address
EACEA-ECHE@ec.europa.eu
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e Non-higher education institutions

If the applicant/coordinator or a member of the consortium is not a higher education
institution, you must write "Non applicable" in the field "Accreditation Reference" (in
section D.2 for the applicant and D.6 for the consortium members). This field cannot
be left empty:

D.6.2. Accreditation

If your organisation is a higher education institution and if the field "Accreditation Reference" below is empty instead of showing an
Erasmus Code, it means that the PIC you entered is not linked to an Erasmus Code. Please go to the EACEA website for the most
recent list of PICs and corresponding Erasmus Codes: http://eacea.eceuropa.eu/erasmus-plus/actions/erasmus-charter_en If your
organisation is not a higher education institution, please write "Non applicable" in the field "Accreditation Reference".

Accreditation Type Accreditation Reference

Erasmus Charter for Higher Education (ERAPLUS-ECHE) Non applicable

Background and Experience Section

For each of the higher education institutions as well as for other organisations that are
either the applicant or members of the consortium, the Background and Experience
section is also displayed so that information relevant for the consortium can be
entered. The information related to individual organisations complements general
information entered in the Section E.
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Application forms for Mobility of learners and staff under KA1:
Learning Mobility of Individuals

KA101 - School education staff mobility

Context Section
Mobility projects in school education should have as project start date the 1% June
2017 and can last for one to two years.

Partner Organisation Section

Depending on the characteristics of the Mobility project, there is a possibility of filling
in information about your partner organisations in the Partner Organisation section.

In the case of school education and adult education, the receiving partner
organisations may be identified in the application form, but this is not obligatory, even
in the case of job shadowing and teaching assignments as specified in the Programme
Guide. This is, however, possible and thus the application form allows for adding
partner organisations. If the application is submitted by a national consortium, please
provide details of each organisation taking part in the consortium.

European Development Plan Section

In the application form for School education staff mobility, there is a section called
European Development Plan. This section requires specific information about the
organisation's needs, plan for European mobility and the integration of acquired
competences and knowledge by staff into the strategic development of the
organisation. Moreover, an additional question concerning the use of the eTwinning
platform should be answered when completing the form for School education staff
mobility.

D. European Development Plan

What are the organisation's needs in terms of quality development and internationalisation? Please identify the main areas for
improvement (for example management competences, staff competences, new teaching methods or tools, European dimension,
language competences, curriculum, the organisation of teaching and learning).

Please outline the organisation's plans for European mobility and cooperation activities, and explain how these activities will
contribute to meeting the identified needs.

Please explain how your organisation will integrate the competences and experiences acquired by staff participating in the project,
into its strategic development in the future?

Will your organisation use eTwinning in connection with your mobility project? If so, please describe how.
The eTwinning website can be accessed through the following hyperlink:

www.etwinning.net
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Activities details section
WARNING!
PLEASE BE AWARE THAT ALTHOUGH SERBIA APPEARS ON THE LIST OF POSSIBLE

DESTINATION COUNTRIES, IT IS NOT_AN ELIGIBLE DESTINATION UNDER THIS
ACTION.

Follow-up Section

In the 'Follow-up' section you should provide information on the expected impact of
your Mobility project, as well as dissemination and evaluation activities.

When describing the expected impact, applicants should include estimation in terms of
quantity, i.e. how many people the organisation intends to reach through
implementing the project.

Please describe what will happen after the end of your main activities.

What is the expected impact on the participants, participating organisation(s) and target groups?

1.2. Dissemination of projects' results

Which activities will you carry out in order to share the results of your project outside your organisation and partners? What will be
the target groups of your dissemination activities?

1.3. Evaluation

Which activities will you carry out in order to assess whether, and to what extent, your project has reached its objectives and results?
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KA102 - VET learner and staff mobility

Context Section
Mobility projects in vocational education and training should have as project start date
the 1% June 2017 and can last for one to two years.

Participating Organisations Section

Depending on the characteristics of the Mobility project, there is a possibility of filling
in information about your consortium member organisations. In the case of VET
learner and staff mobility, if the application is made by a national consortium, please
provide details of each sending organisation taking part in the consortium. Please note
that all members of your national consortium should be mentioned including
intermediary organisations

Partner Organisation Section

In addition, applications should also mention at least one host organisation in the
application. It is advisable to provide as many details as possible about the host
organisations that you intend to use to show the scope of your project and the
intended training activities as fully as possible.

European Development Plan Section

In the application form for VET mobility there is a section called European
Development Plan. This section requires specific information about the organisation's
needs, plan for European mobility and the integration of acquired competences and
knowledge by staff into the strategic development of the organisation.

D. European Development Plan

What are the organisation's needs in terms of quality development and internationalisation? Please identify the main areas for
improvement (for example management competences, staff competences, new teaching methods or tools, European dimension,
language competences, curriculum, the erganisation of teaching and learning).

Please outline the organisation's plans for European mobility and cooperation activities, and explain how these activities will
contribute to meeting the identified needs.

Please explain how your organisation will integrate the competences and experiences acquired by staff participating in the project,
Into its strategic development in the future?

Activities details section

WARNING!

PLEASE BE AWARE THAT ALTHOUGH SERBIA APPEARS ON THE LIST OF POSSIBLE
DESTINATION COUNTRIES, IT IS NOT_AN ELIGIBLE DESTINATION UNDER THIS
ACTION.
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Follow-up Section

In the 'Follow-up' section you should provide information on the expected impact of
your Mobility project, as well as dissemination and evaluation activities.

When describing the expected impact, applicants should include an estimate in terms
of quantity - how many people the organisation intends to reach through
implementing the project.

Please describe what will happen after the end of your main activities.

What Is the expected impact on the participants, participating organisation(s) and target groups?

What is the desired impact of the project at the local, regional, national, European and/or international levels?

1.2. Dissemination of projects’ results

Which activities will you carry out In order to share the results of your project outside your organisation/consortium and partners?
What will be the target groups of your dissemination activities?

1.3. Evaluation

Which activities will you carry out in order to assess whether, and to what extent, your project has reached its objectives and results?
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KA103 - Higher education student and staff mobility within
Programme Countries

Applicant Organisation Section

In the case of national mobility consortia for Higher education student and staff
mobility, the coordinator of the consortium applies on behalf of the whole consortium.
The organisations members of the consortium are not mentioned as they are already
described in the consortium accreditation application form (KA108).

Profile Section

If the Type of Organisation is prefilled with "Other", the correct organisation type
should be selected from the drop-down list. Below you'll find three examples of
relevant organisation types.

In the case of a higher education institution, select "Higher education institution
(tertiary level)":

C.1.1. Profile

Type of Organisation |H igher education institution (tertiary level) B

In the case of a chamber of commerce, select "Social partner or other representative
of working life (chamber of commerce, trade union, trade association)":

C.1.1.Profile

Type of Organisation |Soclal partner or other representative of working life (chambers of commerce, tradB

In the case of an SME, select "Small and medium sized enterprise":

C.1.1. Profile

Type of Organisation |5ma|| and medium sized enterprise B

Consortium Section

If you apply as a single higher education institution, you must reply 'No' to the
question "Are you applying on behalf of a consortium?" in this section.

If you apply as a coordinator of a higher education mobility consortium, you must
reply 'Yes' to the question "Are you applying on behalf of a consortium?" in this
section.

C.1.2. Consortium

Are you applying on behalf of a consortium?

o ]
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Accreditation Section
e Application from a single higher education institution (HEI)

If you apply as a single higher education institution (see the Consortium section), your
institution must have the "Erasmus Charter for Higher Education" accreditation. Your
institution is supposed to have a single PIC linked to an Erasmus Code. The Erasmus
Code (e.g., A WIENO1) is your institution's accreditation reference.

The field "Accreditation Type" will be filled in with "Erasmus Charter for Higher
Education (ERASPLUS-ECHE)".

Once you enter the PIC of your HEI, the field "Accreditation Reference" (in section
C.1.3) will be automatically filled in with the corresponding Erasmus Code (e.g., A
WIENO1):

C.1.3. Accreditation

Have you received any type of accreditation before submitting this application?

If there are several PICs for your institution, you must choose the PIC linked to your Erasmus Code (which is displayed as accreditation
reference below). Please go to the EACEA website for the most recent list of PICs and corresponding Erasmus Codes:

http://eacea.ec.europa.eu/erasmus-plus/actions/erasmus-charter_en

Accreditation Type Accreditation Reference

Erasmus Charter for Higher Education (ERAPLUS-ECHE) A WIENO1

If the field "Accreditation Reference" remains empty, it means that the PIC you
entered is not linked to an Erasmus Code. Please go to the EACEA website for the
most recent list of PICs and corresponding Erasmus Codes
(http://eacea.ec.europa.eu/erasmus-plus/actions/erasmus-charter_en) and in your
application use the corresponding PIC that is displayed in this list.

In case you see any discrepancy in this list, please contact EACEA at the email address
EACEA-ECHE@ec.europa.eu

e Application from the coordinator of a mobility consortium
If you apply on behalf of a higher education mobility consortium (see the Consortium

section), the field "Accreditation Type" will be filled in with "Higher Education Mobility
Consortium Accreditation (ERAPLUS-ERA-CONSORTIA)":

C.1.3. Accreditation

Have you received any type of accreditation before submitting this application?

Accreditation Type Accreditation Reference

Higher Education Mobility Consortium Accreditation [ER.&PLUS-ER||

If you already have the consortium accreditation reference number following your
successful application for the mobility consortium accreditation (KA108) in previous
years (an accreditation reference number structured like 2016-1-ES01-KA108-
023947) and if this accreditation remains valid for the current call, you must add this
accreditation reference number in the field "Accreditation Reference".
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If your mobility consortium has no consortium accreditation yet, you must submit a
KA108 application for the accreditation of the consortium in parallel to this application.
In this case, you have to write "Requested" in the field "Accreditation Reference":

C.1.3. Accreditation

Have you received any type of accreditation before submitting this application?

Accreditation Type Accreditation Reference

Higher Education Mobility Consortium Accreditation (ERAPLUS-ER|Requested|

Main Activities - Activities' Details Section
From call 2017 on, there will only be a line for requested numbers and no longer one
for estimated and actual numbers from previous calls (see screenshot below).

D. Main Activitles

D.1. Activities' Detalls

Please enter the different mobility activities you intend to implement In your project.

Activity No. Al
Activity Type El
When Total No. of Participants Total Duration (full months) Total Duration (extra days) Total Duration (days)

Requested

You should specify the number of mobilities ("Total No. of Participants") to be funded
from EU funding per activity type.

In case you request a certain number of additional mobilities as "zero-grants" (funded
from other sources of funding than the Erasmus+ Programme), this should be
specified in an annex attached to the application form.

Applicants on behalf of a mobility consortium should enter data on the requested
mobilities numberfor the whole consortium.

You must enter the total duration of all requested student mobilities in full months and
extra days and of all requested staff mobilities in days.

After entering the total duration, when pressing the Validate button, a check against
the minimum and maximum possible total duration will be done. If the total duration
is not between the allowed minimum and maximum, multiplied by the entered 'Total
No. of Participants', an appropriate error message will be displayed. Concerning the
minimum and maximum duration rules, cfr. the 2017 Programme Guide, page 38-39
(English version).

Erasmus Policy Statement
If you apply as a single HEI, you are requested to provide the weblink to your HEI's
Erasmus Policy Statement published on your website. This field is compulsory.

This information will then be transferred t