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EEA European Economic Area
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NFP National Focal Paint

NUTS Nomenclature of territorial statistical units

OECD Organisation for Economic Co-operation and Development

PO Programme Operator (Ministry of Finance of the Czech Republic)

SGS Smal Grant Scheme




Introduction

The overall objective of the EEA Financial Mechanism (hereinafter referred to as “EEA Grants”) is to contribute to
reducing economic and social disparities in the European Economic Area (hereinafter referred to as “EEA”) and to
strengthening bilateral relations between donor and beneficiary states through financial contributions in agreed
programme areas. One of the agreed programme areas of EEA Grants 2014-2021 is area No. 16 “Good Governance,
Accountable Institutions, Transparency”. This area aims to improve the integrity and accountability of public
administration.

This Guideline for Applicants (hereinafter referred to as the “Guideline”) is intended for grant applicants interested in
financial support of projects within the small grant scheme call “Support of the involvement of the public in decision-
making processes and public consultations” (SGS1) under the Good Governance Programme.

The Guideline together with the text of the small grant scheme call for submitting grant applications (hereinafter referred
to as “Call’) provides general information necessary for preparing a grant application (hereinafter referred to as
~Application“) and where relevant, it is complemented by other documents, available upon the announcement of the Call
relevant especially for the subsequent implementation of approved projects:

— Guideline of the National Focal Point for Eligible Expenditures under the EEA/Norwegian Financial Mechanisms
2014-2021 (available here);

— Guideline of the Programme Operator for Public Procurement of Small Scale (available here — in Czech only);

— Guideline for Beneficiaries of Grants funded from programmes Health, Culture, Good Governance, Human
Rights and Justice (available here).

The Guideline was prepared by the Ministry of Finance of the Czech Republic — the Programme Operator (hereinafter
referred to as the “PO”) and is based on valid international treaties, documents approved by the Financial Mechanism
Committee, and documents issued by the National Focal Point (hereinafter the referred to as the “NFP”) and the PO, in
particular:

— Regulation on the Implementation of the EEA Financial Mechanism 2014-2021, as amended (hereinafter
referred to as the “Regulation”);

— Results Guideline;

— Bilateral Guideline;

— Results Reporting Guide;

— Communication and Design Manual,

— Programme Agreement of the Good Governance Programme.

Documents are available at www.fondyehp.cz/en a www.eeagrants.org.

1. Preparation and Submission of Application

Applications under announced Call shall be submitted only electronically through the information system CEDR
(hereinafter referred to as “IS CEDR”). IS CEDR manages the administration of projects in their entire project cycle, i.e.
from submission of the application, its evaluation, issue of the implementation contract, monitoring of the implementation,
and completion of the projects.

The IS CEDR is accessible via CEDR banner on the homepage www.fondyehp.cz or via the website
www.fondyehp.cz/cedr.

The homepage of the IS CEDR 2014-2021 contains:

— Information on the applicant's registration, including instructions for registration of the applicant and applicant's
user (accessible from here — in Czech only);

— Basic instructions for working in the system;

— Technical requirements necessary for working in the system;

— Contacts on technical support;

— The Applicant registration button;

— Login window for the registered user.



https://www.eeagrants.cz/en/general-information/legal-documents/guidelines/guideline-for-eligible-expenditures-2799
https://www.eeagrants.cz/cs/zakladni-informace/zakladni-dokumenty/pokyny/pokyn-zprostredkovatele-pro-zadavani-ver-2713
https://www.eeagrants.cz/en/general-information/legal-documents/guidelines/guidelines-for-beneficiaries-of-grants-f-3017
http://www.fondyehp.cz/en
http://www.eeagrants.org/
http://www.fondyehp.cz/
http://www.fondyehp.cz/cedr
https://cedr-fm.mfcr.cz/CEDRNFFM3/
https://cedr-fm.mfcr.cz/CEDRNFFM3/Views/Public/Pristup_Do_Aplikace_CEDR_a_Registrace_Zadatele.pdf

To access the IS CEDR, the applicant needs to register via the Applicant registration button on the home page of the
IS CEDR. By registering the applicant, the subject of the applicant will be created (i.e. registration of the organization
that will submit the application) and at the same time, the user account of the applicant's administrator will be created.
The applicant's administrator manages the users of the given applicant (i.e. in particular adds other users of the applicant
and sets the appropriate roles and permissions to work with the application for individual users). The applicant's
administrator is entitled to establish an application. Authorization to create an application is also granted to the applicant's
users, to whom the applicant's administrator has assigned the role of Establishing a project.

Username and password are needed for login of registered user to the system.

Piihlasovaci e-mail: l:l
( CEDR S —
MF - EHP A NORSKE FONDY EHP A NORSKE FONDY %‘S— m
Uvodni stranka INFORMACNI SYSTEM CEDR-MF, MODUL FONDY EHP A NORSKA 2014-2021
Kontakty

VazZeny uzivateli, vitejte v aplikaci IS CEDR-MF - Modul Fondy EHP a Norska 2014-2021.

Tato internetova aplikace byla vytvofena pro potieby Zadatel( o grant a kone€nych prijemc( schvalenych projektt v ramei Fondi EHP a Norska 2014-2021
Cilem aplikace je zefektivnit nejen pfedkladani Zadosti o grant, ale iveSkeré dal3i kroky pfi ziskani grantu, a nasledné usnadnit administrativu pfi realizaci
i kontrole schvalenych projektd (napf. zpracovani monitorovacich zprav o prib&hu realizace projektu, zpracovani Zadosti o platbu, komunikace
s poskytovatelem dotace atd.).
Registrace Zadatele
+ Osoba provadgjici registraci Zadatele, kterym je subjekt s pfidélenym ICO, musi viastnit kvalifikovany (osobni) elektronicky certifikat (pokud ICO neni
uvedeno v certifikatu, je nutné ho zadat pfi registraci).

+ Osoba provadajici registraci Zadatele, ktery nema pridélené ICO, musi vlastnit kvalifikovany (osobni) elekironicky certifikat.
« Navod pro registraci Zadatele je k dispozici ke staZeni zde.

After login of the applicant's user with the right to establish a project to the IS CEDR and pressing the Create new
project button, a list of accessible open calls will be displayed. An application form will be displayed after selecting the
appropriate open call.

DETAIL PROJEKTU

Cislo projektu: | (nepfidélenc) ‘ Stav projektu: Priprava Zadosti ‘

Nazev projektu: | |

i Podani Zadosti

Zakladni informace Zadatel Partnefi Zamer Relevance projektu Aktivity projektu OPH Podrobny rozpotet Rozpocet

Financovani HorizontaIni témata Zpracovatel

The applicant fills in the application via an online form directly in the Internet browser window. All required data must
be entered. Mandatory data to be filled in are marked with an asterisk (*) and highlighted in yellow. The completeness
of filling in the data in the application can be checked continuously using the Verify button in the control panel. Please
note that the check by the Verify button is linked to mandatory boxes of the application form only. The applicant must
follow the Guideline in all cases.

When filling out the application, follow the tabs from left to right, first fill in the top row of tabs. When filling out the
application, we recommend saving the data continuously using the Save button in the control panel.

After filling in all the tabs of the application form, the applicant will generate a Grant Application Form and insert the
mandatory annexes into the application annexes. The Grant Application Form and the relevant annexes (for the
requirements of the annexes, see chapter 2.13 Annexes to the application) shall be signed by the applicant or an
authorized person with a qualified electronic signature. The complete application shall be submitted exclusively
electronically via the IS CEDR (via the Application Submission button in the control panel).

The applicants can prepare their projects in a form Grant Application Form Template (Annex 1 to this Guideline) and in
Detailed Project Budget (Annex 2 to this Guideline). These annexes contain fields that will then need to be filled in the
online application form. It is not possible to submit the above-mentioned completed work forms instead of filling in the
data in the tabs of the online application form, as the data filled in directly in the application is used for further project
administration.




Prior the submission of the application it is recommended to check in particular the eligibility of the applicant / project
partner and the focus of the project are in compliance with conditions of the Call. The eligibility of the applicant /project
partner is always defined by the Call which stipulates the possible type of the eligible applicant / project partner, or other
specific requirements (e.g. mandatory partnership). Eligible project activities lead to the fulfilment of the programme
objective and the specific objective defined by the Call. It will be also checked, among other things, whether the project
aims to meet the programme outcomes and outputs. It is also recommended to check fulfilment of all formal and eligibility
criteria described in the Checklist for verifying compliance with the administrative and eligibility criteria (Annex 3 to this
Guideline).

Language of the application:
The applicant shall draw up the application in English. Only the following parts shall be written in Czech language:

— Project Summary;

— The project title;

— Name of the applicant;

— Name of the partner (local name), if the local name is Czech, or in another language if the local name is
in another language.

Annexes of the application will be elaborated in the Czech language. The partnership with a donor state entity will
be confirmed by the annex Partnership Commitment Statement drafted in English.

2. Grant Application

The application has to clearly and concisely describe a presented project. Therefore, the application and its annexes
have to be written thoroughly and understandably so that their content is correctly understood during the evaluation. It
is recommended, when processing the application, the applicant should pay particular attention to these general
principles:

— compliance of the application with the conditions of the relevant Call;

— clarity of information in individual parts of the application and its annexes, including its interdependence,
especially the link of the project activities to the project budget and the logical framework;

— the need to prepare the information concisely in order to avoid detailed technical terminology, nonexplained
abbreviations and lengthy general descriptions etc.;

— the feasibility of budgeting, including unit costs based on market prices, taking into account future economic
developments.

This chapter further describes the individual tabs of the application form and provides instructions for filling in the fields.




2.1 Basic Information about the Project

Zakladni informace Zadatel Partnefi Zamér Relevance projektu Aktivity projektu OPH Podrobny rozpocet Rozpocet

Financovani Horizontalni témata Zpracovatel

Finanéni mechanismus [ Fondy EHP 2014-2021 l

Program l Program Radna sprava

Kod programové l l . . Podpora zapojeni ob&ani do rozhodovacich procest

struktury GG/REGIMGS1 Nazev vyzvy a vefgjnych konzultaci

Poskytovatel finanénich  [Ministerstvo financi, Letenska 15, 118 10 Praha 1 ~

prostfedkd 1CO: 00006947, DIC: CZ00006947 v

Modalita programu l Malé grantové schéma l
Programova oblast * l 16 - Good Governance, Accountable Institutions, Transparency ﬂl
Cil programu * l Integrity and accountability of public administration improved ﬂl

Based on the selection of respective Call and setting up the application, the following fields will be automatically filled in
the tab Basic information:

— Financial mechanism the support is awarded from;
— Programme;

— Code of programme structure;

— The title of the Call;

— Name and address of the Fund provider;

— Programme modality;

— Programme area;

— Programme objective.

2.1.1 Project Title

Nazev projektu * I ]

Anglicky nazev I ]
projektu *

The applicant shall fill in the project title in Czech and English. The project title must be identical in all sections and
annexes of the application. The name of the project should best describe the content of the project and the essence of

the activities.

2.1.2 Brief Project Summary

Celkové shrnuti projektu

Celkoveé shrnuti projekiu
(potet znakld max.:
2000) *

Celkové shrnuti projektu
v anglickém jazyce
(Project summary)
(potet znakl max.:
2000) *

The Brief Project Summary in Czech and English serves as a project introduction. In case of successful and supported
projects, the summary will be used for project’s promotion at www.fondyehp.cz a www.eeagrants.org.



http://www.fondyehp.cz/
http://www.eeagrants.org/

The applicant shall provide a summary description of the project of max. 2000 characters, including spaces. In this
section, the applicant shall briefly and aptly state:

— description of the initial situation to be addressed by the project / description of the nature of the problem to be
addressed by the project,

— justification of the need for the project (including references to relevant legislation and/or strategic and
conceptual documents, if applicable), i.e. why it is necessary to implement the project due to the needs and
shortcomings identified in the area,

— how the project will solve the identified problem/situation, i.e. the applicant will indicate the key activities of the
project and their expected outputs,

— overall project objective, i.e. what will be changed or improved by the project,

— who and how will benefit from the project implementation, i.e. what target groups the project focuses on,

— who is the donor project partner and how will participate in the project;

— ifthe project is implemented in partnership with other eligible partners, the applicant will explain the added value
of the partners’ participation and cooperation in the project.

The following rules should be followed when formulating the project summary:

— avoid using jargon, technical terminology, and abbreviations;

— choose a simple, uncomplicated style;

— present the project proactively and in mutual relations and contexts,

— use shorter sentences to make the text readable and comprehensible to the general public (the overall project
summary will be used for project publicity purposes);

— use the active rather than the passive voice:

Do not write:

There will be implemented bilateral communication tools that will consist of organising two round table sessions
with citizens that were evaluated as the most effective tools of communication as regards the aim of the project
while the round table sessions will be organised in the towns of AS and Zeletava.

Do write:

We will organise four round table sessions. We have evaluated these sessions as the most effective tools of bilateral
communication between citizens and municipal representatives. Two round table sessions will be held in the town
of AS and two more in the town of Zeletava.

2.1.3 Project Location

Umisténi projektu

Cela Ceska republika O

Umisténi projektu * = ﬂ

+ Vyberte kraj, ktery odpovida mistu realizace projektu &i oblasti, ve které se realizufi vystupy projektu. V piipadé, Ze klicoveé aktivity projektu budou
realizovany ve vice geografickych oblastech, zatrhnéte pole ,Celd Ceska republika® a do pole ,Popis umisténi projektu” strucné popiste, v jakych
oblastech budou kiiové aktivity projekiu realizovany.

The specific definition of the location of project implementation / project impact is stated in the Call and is subject to
control within the assessment of all administrative and eligibility criteria. Project activities do not necessarily have to be
implemented only in the given area, partial project activities may in exceptional and justified cases take place outside
the area defined in the Call, but must always be in favor of the given area set by the Call.

A project location is required for statistical purposes. The NUTS 3 classification is used for the project location. The
applicant selects one region from the list, which corresponds to the project implementation area or area where the
project outputs are implemented (not to the applicant’s registered office).

If the key project activities are implemented in more than one geographical area, the applicant will tick the field the Entire
Czech Republic and describe in the Project location description text field in which areas the key project activities will
be implemented (including whether the project will take place outside the Czech Republic). An applicant who has
classified a project into one specific region does not fill in the Project Location Description field.




Project location description

Umisténi projektu

Cela Ceska republika v

Popis umisténi projektu
(potet znakld max :
3600) *

2.1.4 Sector Code

secookod” | |

« Vyberte ze seznamu jeden sektorovy kod, ktery je z hlediska zaméfeni projektu nejvice relevantni a kiery nejlépe odraZi ucel vynaloZenych
prosifedkd

The sector code is a statistical figure to determine the sector to which the financial support will be directed. The codes
have seven digits and are based on the OECD classification. The applicant selects the following sector code, that is
relevant for the Call “Support of the involvement of the public in decision-making processes and public consultations
(SGS1)”

1515000 - Democratic participation and active citizenship

2.1.5 Planned Project Implementation Period

Planovana doba realizace projektu

Predpckladany termin l .|| Pfedpokiadany I || Délka realizace l ]
zahajeni * termin ukongeni * v mésicich L

The applicant shall indicate the presumed start and end dates of the project. Duration of the project (number of
months) will be calculated automatically.

Given the time needed to assess and evaluate all applications submitted under the Call, the earliest start date of the
project shall be at least 6 months from the end date of the Call.

The start of the project is the date of commencement of the physical implementation of the project, i.e. the
commencement of activities aimed at fulfilling the content and the objective of the project. The physical implementation
of the project may begin no earlier than after the issue of the Grant Approval Letter (see chapter 3 Process after
submission of the application), which sets the starting date for the eligibility of expenditure. Expenditure incurred prior to
the official approval of the application will not be considered eligible. If the project activities are implemented based on
a public procurement, the tender / selection procedure can be started before approving the application and granting
support from EEA Grants, i.e. before the initial date of eligibility of expenditure, but to implement the subject of the
contract and pay invoices related to performance public procurement cannot be entered into earlier than the initial date
of eligibility of expenditures.

The end of the project means the date of completion of physical implementation of project activities. The latest date for
the completion of the project implementation is 30 April 2024. When setting the time schedule of the project, it is
necessary to take into account a sufficient time reserve to eliminate the risk of non-compliance with the deadline (e.g.
due to delays in performance public procurement).

The date of the end of the project implementation will be specified in the implementation contract and it is binding
both on the project promoter and its partners. In case of a belated start of the project due to longer evaluation process,
the start and end date of the project will be adequately adjusted to the expected length of the project (the maximum
deadline of the projects is always 30 April 2024).

In exceptional and duly justified cases, it will be possible to extend the project implementation period on the basis of the
prior approval by the PO, however, the project must always be completed by 30 April 2024 at the latest.

The project implementation period must always be set in such a way that it is consistent with the final date of eligibility
of expenditure (i.e. by 30 April 2024) and the duration of the implementation of the project must be justified in terms of
the size and nature of the project.
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2.2 Applicant

2.2.1 Applicant Identification

Nazev a kontaktni Gdaje zadatele

Nazev Zadatele

Pravni forma

Nazev Zadatele
v anglickém jazyce *

Webové stranky
Zadatele

Typ organizace

Identifikator datove
schranky

|
|
|
|
[ee) [ ] DIC
|
|

Saocialni sité

The basic identification data of the applicant in the tab Applicant are pre-filled on the basis of the applicant's registration
(name of the applicant, legal form, etc.). The applicant shall further fill in its identification data including:

— applicant’s name in English;

— applicant’s website address (in format http://www.xxx.yy or https://www.xxx.yy);

— tax ID No;

— organization type (by selecting from the code list; see the list of types of organization in the Annex 4 to this

Guideline);

— applicant’s social networks pages, if relevant (optional field).
If the applicant uses the social networks and intends to use them for the needs of the project, state the address of the
profile on social networks in the application (optional field).

The eligibility of the applicant, i.e. who can be an applicant and what conditions must be met, is always determined by
the Call and is subject to control within the assessment of all administrative and eligibility criteria.

If the applicant is not entered in the public register (register of unions of municipalities administered by the Regional
Authority competent in accordance with the seat of the relevant union of municipalities), the Document on Legal Entity
of the Applicant is a mandatory annex to the application (see Chapter 2.13 the Annexes to the Application).

2.2.2 L egal Representative

The applicant shall specify the person(s) who is the applicant’s legal representative (name, surname, title, function within
the applicant’s organization, email). If there is more than one legal representative in the statutory body, the applicant will
provide data for each representative separately.

Some entries (name, surname) of the legal representative(s) are filled in automatically based on the applicant
registration. Clicking on the name of the legal representative will open a window with details about the legal
representative. The applicant fill in all data (title, function in the applicant's organisation, email), eventually can add other
legal representatives (with green plus button).

Legal representative of municipalities, Capital city of Prague and municipal districts of Capital city of Prague:

When the applicant is a municipality, Capital city of Prague, or municipal districts of Capital city of Prague, the
Municipality council/Municipality board application approval is a mandatory annex to the application. It has to be clear
that the local authority (Municipality council or Municipality board) agrees with the grant application and decided that the
(city) mayor or other authorised person is acting for purposes relating to the grant application.

The applicant fills in the (city) mayor as a legal representative in the IS CEDR. Where reference is made to the legal
representative in the Call or this Guideline, in the case of municipalities, Capital city of Prague, and municipal districts
of Capital city of Prague the legal representative will be filled in respect to the previous paragraph.

11



Statutarni organ

Statutami zastupce
Jan Novak e

Statutdrni zastupce

Titul pred |:|Jméno= ‘ Jan ‘Pﬁjmenf“ ‘Novék ‘Titul za |:|

E-mail ‘ ‘ Funkce * ‘ ‘

2.2.3 Registered Office and Correspondence Address

Adresa sidla Zadatele

Stat l Ceska republika

Obec [ PSE

Cast obce

|
Ulice [
|

Cislo popisné ] Cislo orientaéni Cislo evidenéni

Korespondentni adresa

Shodna se sidlem
Zadatele * l '" ﬂ ]

The address of the applicant's registered office is pre-filled on the basis of the applicant's registration. The applicant
shall fill in correspondence address (if it is different from the registered office address). Communication between the
applicant and the PO including the sending of documents will generally only take place in an electronic form, unless
otherwise specified in exceptional cases.

2.2.4 Project Contact Persons

The applicant shall indicate the project contact persons responsible for the data in the application. To add a contact
person, click on the green plus button. The applicant shall provide the following contact details for each person:

— Name, surname, title,

— Position in the project (by selecting from the list, or by own words if the options are not relevant; writing the
position in your own words in the Position in project wording field is possible after selecting Others in the Position
in project list),

— Email, phone.

The list includes the following positions in the project: project manager, financial manager, authorized person, application
processor, others.

The applicant shall also indicate (by ticking the field) whether the contact persons should be automatically notified by
the IS CEDR about the status of the project.

12



Kontaktni osoby a osoby zodpovédné za projekt *

Jméno a pfijmeni Pozice v projektu Mobil/Telefon Posilat notifikace

... Zadné zaznamy ..

Kontaktni osoba

Titul pred I:l Prijmeni * l l Jméno *

l Titul za | |

Pozice
Pozice v projektu * I — ﬂl v projektu I l
textem
E-mail * I l Iviobil | |
Telefon | | Notifikace [

The applicant shall designate the main contact person for communication with the PO regarding the application. For this
person, select Others in the Position in project field and in the Position in project wording field, enter the name of
the position in your own words, stating that it is the main contact person of the project (e.g. Project manager — main
contact person).

Updating data/adding contact persons during the project implementation will be possible in the IS CEDR.

If the applicant has entrusted the registration of the applicant to another entity on the basis of a power of attorney (i.e.
the registration of the applicant was ensured by, for example, an entity with a different ID number), the person from such
entity will be listed among the project contact persons as authorized person. If the application is not signed by the
representative(s) of the applicant's statutory body (i.e. another person is authorized to sign the application), such a
person will also be listed among the contact persons as an authorized person. The power of attorney is a mandatory
annex to the application (see chapter 2.13 Annexes to the Application).

2.2.5 Applicant Description

Charakteristika Zadatele

Struéna charakteristika
Zadatele (pofet znakd
max.: 3600) *

The eligibility of the applicant is always determined by the Call and is subject to control within the assessment of
administrative and eligibility criteria. The eligibility criterion of the applicant of the Call Support of the involvement of
the public in decision-making processes and public consultations is met in case the applicant can be identified as
a subject of a specified legal form.

In the section Characteristics of the applicant in the application, the applicant shall briefly describe the applicant's main
activities in relation to the programme area and the Call. Further information shall be stated, such as length of activities
in the field, organizational structure and experience with the implementation of similar projects at the national and
international level, which are relevant to the submitted application.

2.3 Partnership in Project

The project must be mandatorily implemented in partnership with at least one municipality-type subject from the
Donor States. Municipality-type subject means municipality, town, city, association of municipalities, unions of
municipalities, and other interest associations of municipalities established as a legal person in Iceland,
Liechtenstein, or Norway.

The project can be implemented in partnership with other subjects defined by the Call.

Partnership is a relationship between two or more entities — private, public, or non-profit, based on the cooperation of
these parties in the preparation and subsequent implementation of a project funded by the EEA Grants 2014-2021.

13



Such partnership is related to the partnership with Czech partners and also with partners from Iceland, Liechtenstein, or
Norway, or the other Beneficiary States or international organizations. The partnership may involve joint preparation,
coordination, and implementation of certain parts of the project, its organizational and administrative support, including
an evaluation of whether the project objective is being met.

A project partner is actively involved in, and effectively contributing to, the implementation of a project. It shares with the
Project Promoter a common economic or social goal which is to be realised through the implementation of that project.

The partnership must be of such a character that without the activities carried out in cooperation it would not be possible
to ensure the proper functioning and fulfilment of the project objective, therefore the involvement of all partners in the
project is irreplaceable.

Projects financed from EEA Grants are of non-profit nature and must not be implemented for profit-making purposes.
The partnership must be based on a non-commercial principle and must not replace a supplier-customer relationship.

The mandatory annex of the application is the Partnership Commitment Statement (see Annexes 6a or 6b to this
Guideline) signed by each partner separately, or the Partnership Agreement if it has already been concluded at the time
of submitting the application. Entities whose involvement in the project is not formalized by the Partnership Agreement
(to be documented before the implementation contract is issued at the latest) cannot be stated as partners in the grant
application.

Expenditure incurred under a valid Partnership Agreement is not considered a supplier-customer relationship. This
expenditure may be claimed by a summary accounting document for a given period (e.g. in the form of an invoice or a
payment claim) in accordance with the budget specified in the grant application and the partnership agreement. The
partner(s) may not use project grants to finance the normal activities of their organization unrelated to project
implementation.

The grant applications that cover citizens’ participation activities in more municipalities of the Czech Republic
will get a point bonus. In this case, all municipalities the participation activities take place in must be stated as
partners of the project.

Recommendations for finding partners and arranging cooperation
When contacting partners, we recommend:

— avoid sending general partnership requests;

— seek partners in a targeted way, given their role in the project and their ability to contribute to project
implementation,

— have a clear idea of what you expect from the partnership (e.g. what the partner should bring to the project,
what role he should play in the project, what activity you expect from the partner);

— be prepared for financial issues, in particular whether you will expect the partner to contribute financially to the
project;

— prepare a good description of your own activities and areas of operation.

To negotiate partnerships and cooperation in the project, the following are important:

— common goal and vision and partner’s ability to contribute to them;

— common understanding of the intention and content of the project;

— agreement on the specific involvement of the partner in the project activities, including how the roles of all
partners fit together in terms of project implementation;

— clarification of the partner's obligations and responsibilities, including responsibilities for planned outputs;

— agreement on the partner's budget, including financial flows;

— long-term perspective.

Before arranging a partnership, it is necessary to verify the eligibility of the partner in accordance with the conditions of
the Call. The eligibility of project partners, i.e. who can be a partner and what conditions he must fulfil, is always
determined by the Call and is subject to control within the assessment of administrative and eligibility criteria.

For help with searching of suitable project partners, the applicants can use contact form or a partner database available
at https://www.eeagrants.cz/en/bilateral-relations/partner-search-form.

2.3.1 Ildentification of Partner Organization

Projects will be mandatorily implemented with at least one Donor Project Partner. The applicant will check the field
Project is implemented in partnership in the Partners tab. The applicant will also provide a list of partners who will be
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involved in the implementation of the project (the project partner can be added by using the green plus button). If the
project is implemented in partnership with several entities, the applicant will provide details of each partner separately.

Zakladni informace Zadatel Partnefi Zameér Relevance projektu Aktivity projektu OPH Podrobny rozpocet Rozpocet

Financovani Horizontalni témata Zpracovatel

Projekt je realizovan £
v partnerstvi %

Nazev partnerské organizace (mistni nazev

... Zadné zaznamy ..

Detail Partnera

Nazev partnerské
organizace (mistni l l
nazev) *

organizace (anglicky

Nazev partnerské l l
nazev) *

Partner je z CR M

Partner je 0
z donorského statu

Partner je
z mezinarodni M
organizace

Mésto * l l Stat * - ﬂ l

Typ organizace * I - ﬂ l

Weboveé stranky I l

Detail kontaktni osoby

Jméno * I Prijmeni * l

E-mail * I l
| OK a generovat Sablonu |

For each partner organization the applicant shall fill in:

— the name of the partner organization (in local language and in English);
— type of the partner (from Czech Republic / donor state / international organization);
— city (registered office of the partner organization);
— state;
— organization type (by selecting from the code list; see Annex 4 to this Guideline for a list of organization types);
— website of the partner organization (optional, in format http://www.xxx.yy or https://www.xXxx.yy);
— contact person(s) of the partner organization (name, surname, e-mail).
Note
If the partner organization is from another beneficiary state® the applicant shall select Partner is an international
organization in the Partner detail form and select Other in State box.

2.3.2 Description of Partner Organization

Popis partnerske
organizace (potet
znakd max.: 3600) *

1 Other beneficiary states are Bulgaria, Croatia, Cyprus, Estonia, Greece, Hungary, Latvia, Lithuania, Malta, Poland, Portugal, Romania, Slovakia and
Slovenia.
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The applicant shall provide a brief description of partner organization with an emphasis on activities relevant to the
submitted project. The applicant shall in particular provide information on partner personnel capacity and implemented
activities which prove suitability and experience of the project partner that contribute to the fulfilment of the project
objectives.

2.3.3 Description and Importance of Partnership

Popis a wyznam
partnerstvi (pocet
znakd max.: 4000) *

In this section of the application, the applicant will focus on describing the implementation of the partnership, in particular
on the following aspects:

— description of the role of partner/partners in relation to the applicant, their competencies and responsibility for
the project outputs;

— brief description of the involvement of the partner/partners and their representatives in particular activity within
the project implementation;

— the need for the partnership for the project implementation and impact leading to the achievement of the project
goals (effects, impact);

— duration of the partnership;

— the way how was the partnership established (for example direct contact, prior cooperation, the PO assistance,
match-making seminar, etc.).

The applicant shall describe how the partner/partners participate in the implementation of the project, including an
indication of the activities in which the partner cooperates, or which he himself implements. They will also indicate how
the partner's activities will be coordinated and whether the partner participates in project management as a member of
management, whose costs are included in the project budget. The applicant explains how the involvement of the partner
in the project is beneficial.

The applicant shall indicate whether the cooperation with the partner is focused solely on the implementation of this
project, or it is expected that the cooperation will continue in the future. The applicant will describe how the cooperation
will take place after the completion of the project or how it will be further developed in the future.

In case the project is implemented in partnership with the entity from Donor states, the applicant will describe how the
proposed activities will contribute to strengthening bilateral relations, especially in terms of shared results, knowledge,
and mutual understanding between the Czech Republic and Iceland, Liechtenstein and/or Norway.

2.3.4 Bilateral Indicators

Bilateralni indikatory

Relevance Poiatedni Cilovi Predpokladany Pinéni indikatoru,
Nazev Jednotka indikatoru '_?0 anzg" hol:l?‘:tla mésic/rok naplnéni zplsob stanoveni
k projektu (MM/RRRR) a ovéfeni hodnot

Pocet projektil realizovanych v partnerstvi s partnerem

z donorského statu/Mumber of projects involving cooperation  pocet/number | — ﬂ
with Donor project partner

Pocet Skoleni spoluorganizovanych konecnym pfijemcem

a partnerem z donorského statu/Number of fraining courses pocet/number | — ﬂ
co-organized by Donor and Beneficiary State entities

Pocet Géastnika z donorské zemé zapojenych do bilateralni

aktivity/Number of participants from Donor States in bilateral pocet/number | —- ﬂ
activities

Pocet ucéastnika z pfijimajici zemé zapojenych do bilateralni

aktivity/Number of participants from Beneficiary States in poet/number | — ﬂ

bilateral activities

OK a generovat Sablonu

Stisknutim tlagitka ,, 0K a generovat 3ablonu* dojde k vygenerovani dekumentu ,ProhlaZeni o partnerstvi se zahraniénim subjektem
v anglickém jazyce (Partnership Commitment Statement)” a jeho uloZeni do seznamu pfiloh projektu. Sablonu si v seznamu pfiloh oteviete,
ulozte do svého PC, doplite pozadované udaje a nasledné soubor ulozte do seznamu pfiloh.

The applicant will mandatorily comment on the pre-set bilateral indicators of the Programme:
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— Number of projects involving cooperation with Donor project partner (this indicator must be chosen and its target
value is a maximum of 1);

— Number of training courses co-organized by Donor and Beneficiary States entities;

— Number of participants from Donor States in bilateral activities;

— Number of participants from Beneficiary States in bilateral activities.

For each of the pre-set indicators, the applicant indicates whether it is relevant to the project (by selecting Yes/No from
the list). If the project is implemented in partnership with more partners from Donor States, the indicator Number of
projects involving cooperation with Donor project partner must be indicated with relevance Yes only for one Donor
project partner, for other partners the applicant sets the value No to this indicator

The definitions of bilateral indicators are given in Annex 5 to this Guideline.
For indicators relevant to the project, the applicant shall provide the following information:

— target indicator value

The applicant shall state the target value of the indicator, which will be achieved thanks to the implementation of project
activities (the baseline value is authomatically set as zero). The applicant also briefly describes in the field Fulfilment of
the indicator, setting and verification of expected values of the indicator, from which information sources and data the
stated value is based.

— expected month and year of fulfilment of the indicator target value

The applicant shall indicate the expected month and year of fulfilment of the indicator target value in the format
MM/YYYY. This is the decisive moment when the indicator is considered to be achieved. The specified date must fall
within the project implementation period.

— description of the fulfilment of the indicator, setting and verification of expected values of the indicator

The applicant will briefly describe the progress towards the fulfilment of the indicator within the project with respect to
the defined indicator definition and its general parameters (see Annex 5 of this Guideline), i.e. if relevant, the applicant
specifies how the indicator is fulfilled with regard to the project specifics. In addition, the applicant shall indicate what
information sources and data are used for the setting of the indicator values and how these values were calculated
(taking into account the definitions of indicators and their general parameters in accordance with Annex 5 of this
Guideline). The applicant will describe how it will be possible to verify the fulfilment of the indicator, i.e. what sources
(conclusive records kept by the project promoter or partner) proving the progress towards the fulfilment of the indicator
will be used. The applicant shall describe the method of data collection and the method of aggregation (addition), if
applicable.

The target values of the bilateral indicators has been set up for the purposes of monitoring (therefore they are not
binding); a failure to achieve the target value will be justified in the respective monitoring report.

2.3.5 Project Partnership Documentation

The Partnership Commitment Statement is a mandatory annex to the application (standardized form, see Annex 6a
and 6b to this Guideline). If the applicant has more than one partner, he/she submits the Partnership Commitment
Statement separately for each partner. The Partnership Agreement may be attached to the application (if it is already
concluded at the time of the submission of the grant application) or the draft of the Partnership Agreement.

The language of the document depends on the partner’s country of origin. In case a donor project partner from
Iceland, Liechtenstein, and/or Norway or partner from another Beneficiary State or partner from international
organization is involved in the project, the document shall be in English or in a respective multilingual version. In case a
Czech partner is involved in the project, the applicant submits the Partnership Commitment Statement or the Partnership
Agreement in Czech.

In case of grant approval, the applicant is obliged to conclude the Partnership Agreement(s) with the partner(s). The
submission of a copy (or copies if more than one partner is involved in the project and each has a Partnership Agreement
signed separately) is a prerequisite for issuing an implementation contract. The successful applicant is obliged to submit
the relevant copies to the PO before the implementation contract is issued (the applicant will be invited by the PO).

The Partnership Agreement defines the position of each partner, their role, responsibility and participation in the project
activities, as well as the mutual rights and obligations of the parties in the implementation of the project. The Partnership
Agreement determines - among other things - a detailed budget of partner expected expenditure and specifies financial
flows between the project promoter and the partner, i.e. the method of reimbursing the partner's expenditure, the
procedure for checking the expenditure claimed by the partner, matters concerning the use of currencies and the related
exchange rate differences, liability for damage, archiving of accounting documents and documents proving the payment
of expenditure by the partner and other. No binding format stating the form and content of the Partnership Agreement is
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specified, however, no provision may be contrary to the Regulation. A draft partnership agreement template can be
adjusted to the needs of the project itself and partners’ cooperation and belongs to the annexes to the Guideline (see
Annex 7a, 7b to this Guideline).

The applicant is always responsible for the implementation of the project and the achievement of its objective
and outputs.

Expenditure incurred by partners in connection with the implementation of the project will be covered by the grants
received by the applicant. The method of reimbursement will be performed in accordance with the concluded Partnership
Agreement, provided that all eligibility rules are respected.

The applicant shall state in the application the total estimated expenditures of each partner in CZK. In the case of the
involvement of a foreign partner, it is appropriate to take into account the development of the exchange rate and possible
exchange rate losses when compiling the budget of such a partner.

2.4 Intention and Project Description

2.4.1 Initial State and Project Intent

Vychozi stav a zamér projektu

Vychozi stav a zamér
projektu (poéet znakd max.
3600) ~

The applicant will describe what is the current situation in the area which the project is focused on and which leads to
the submission of the project, or what problem or need the project will address (i.e. the initial status of the area before
the start of the project and a clearly defined problem, deficiency or need). The applicant shall substantiate the description
with relevant statistical data, expert studies and, where appropriate, experience and knowledge from his practice.

2.4.2 Justification of Project Proposal

Zdiivodnéni navrhu projektu

Zdivodnéni navrhu projektu
(potet znakd max - 3600) *

The applicant will briefly explain why he/she considers the above-described issue (initial situation, identified problem or
need) to be a priority, i.e. why the project is important and necessary. The elaboration of the application should best be
based on a needs analysis or study in relation to the planned project activities. Therefore, the applicant shall indicate
the sources (documents or practical needs identified) on the basis of which he/she proves the need for the project. If
relevant, the applicant shall further specify:

— references to strategic documents (or their respective parts/chapters) relevant to the given project proposal that
mention the need to address the issue;

— main conclusions of the analysis/studies identifying the deficiency; or results of specific enquiries, surveys, etc.;

— relation of the project to associated projects in implementation or relation to outputs or recommendations from
already implemented projects associated with the submitted project.

2.4.3 Prerequisites for Project Implementation

Predpoklady pro realizaci projektu

Predpoklady pro realizaci
projektu (potet znakd max.:
3600y *
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If relevant, the applicant shall describe the aspects that determine the start of the project and the possibility of its
implementation. If, at the time of submission of the application, certain prerequisites for the start of project
implementation (e.g. technical, organizational, financial, personnel, etc.) are not met, the applicant shall state what these
prerequisites are, including the expected end date when they will be met, so that the project could be launched.

In case, there are no prerequisites for the project implementation, the applicant shall fill in "Not relevant” in the
application.

2.4.4 Objective and Desired Benefits

Cil a oeekavany pfinos projektu

Cil a ofekavany pfinos
projektu {poéet znakd max.:
5000) *

The applicant will describe the state at the end of the project to be achieved through the implementation of the project,
i.e. what overall objective the project aims to achieve. The Project objective must be clearly formulated and must be
directly related to the formulated problem/need.

The applicant shall describe how the project is in line with the focus of the Call and shall also describe the importance
and expected benefits of the project in a wider societal context, i.e. what change or effect it will make to the broader
society.

2.4.5 Target Groups of the Project

Cilové skupiny projektu

Cilové skupiny projektu
(potet znak max - 3600) *

Target groups are people who will benefit from the project activities. The applicant will indicate the target groups of the
project and briefly characterize the individual groups. If relevant, the applicant describes if the project targets
specific group(s)? which establishes a point bonus within the assessment of the quality of the grant application.
The applicant also explains why the project is focused on the given group(s) and on what basis the target groups were
selected. The applicant will further describe:

— what instruments will be used to address and influence the target group(s);

— how the project works with each target group;

— what positive effect the target groups will experience thanks to the implementation of the project and how the
benefits can be verified.

Note

Citizens (active individuals and representatives of various organised groups), local authorities’ employees, and
politicians are the main target groups that take part in participation processes. Furthermore, project participants can be
experts and other subjects in the role of coordinators.

2 The specific groups are: socially disadvantaged groups or populations from socially excluded localities; physically
disadvantaged/disabled; seniors; pupils/students; women.
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2.4.6 Statistical Classification of Target Groups

Koneény uZivatel

Konecni uZivatelé *
Zadné zaznamy

Projekt se zaméfuje na zprostiedkujici subjekt ¥

Zprostredkujici subjekt

Zprostredkujici subjekty®
Zadné zaznamy

Detail konecného uzivatele

Konegny uzivatel * l —ﬂ]

For statistical purposes of the EEA Grants 2014-2021, the applicant will select from the list statistical groups those
that best correspond to the described target groups of the project. For a list of target groups for statistical purposes
please see Annex 8 to the Guideline.

Each project must target at least one target group of end beneficiaries (maximum possible number is 3). If relevant for
the project, the applicant further selects the respective target groups of intermediaries (max. 3) and describes their
relation to the end beneficiaries. To add end beneficiaries and intermediaries, click the green plus button and then select
the relevant item from the list.

End beneficiaries: represent different types of persons or groups of persons/organizations directly affected by the
implemented project and have tangible benefits from the project outputs (e.g. children and youth (0-17 years old),
general public, women, etc.). For a list of end beneficiaries, see Annex 8 to the Guideline.

Intermediaries: represent different types of persons or groups of persons/organizations influenced by the project to
ensure the desired effects for the end beneficiaries (e.g. public institutions, politicians, etc.). If project activities are
intended directly at the end beneficiaries, the intermediaries may not be relevant in this case. For a list of intermediaries,
see Annex 8 to the Guideline.

2.5 Project Risks and Their Management

Rizika projektu

Nazev rizika Pravdépodobnost rizika Dopad rizika Reakce na riziko Popis reakce na riziko

... Zadné zaznamy .

Detail rizika

Nazev rizika * l l

E;?l:;fpocmbn%t l _ [v] l Dopad rizika * = ﬂl
Reakce na riziko * l — ﬂl

Popis reakce na riziko *
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The applicant identifies the key risks that have or may have a major impact on the successful implementation of the
project (in particular the risks associated with meeting the project objective, timetable and finances). It is recommended
to list a maximum of 5 major risks. The decision of not awarding the grant cannot be considered a project risk. You
can make the addition of the risk by using the green plus button and then you fill in the Detail of the risk.

For each risk the applicant shall indicate:

— risk title

The applicant shall provide a brief and fitting description for the risk associated with the implementation of the project.
Generally defined risks (e.g. personnel risk, financial risk, etc.) are not appropriate as they do not adequately explain
the situation.

— probability of risk occurence

The applicant shall assess the likelihood of the occurrence of the risk. For evaluation, the applicant uses a scale that
includes the following options - probability of risk is: 1- low, 2- rather low, 3- rather high or 4- high.

— risk impact

The applicant will assess the risk in terms of the severity of its negative impact on the implementation and achievement
of the project objective. For evaluation, the applicant uses a scale that includes the following options - the risk impact is:
1-small, 2 - rather small, 3 - rather large or 4 - large.

— risk response

For each risk, the applicant shall indicate the way in which the risk is responded (by selection from the list): mitigation,
acceptance or transfer.

Mitigation reduces the likelihood of the risk occurrence or severity of impact, the risk is kept within acceptable limits.
Acceptance of risk means accepting the risk without further measures in the event that the implementation of the
measures would not be effective or the applicant cannot influence the risk from his/her position. Transfer of risk means
transfer of risk to other entity/entities (e.g. insurance contract).

— risk response description

The applicant shall describe in what way he/she will respond to the identified risk and propose measures to eliminate,
mitigate or transfer the risk.

Examples of risks and reactions:

— Risk of lack of interest of primary school pupils in participating in the project acitvies — elimination of risk through
ensuring awareness, explanation of the subject and vision of the project including thorough presentation of
participation possibilities and motivation.

— Risk of lack of interest of local authorities’ employees in training activities within the project — elimination of risk
by a timely explanation of the project’s aim to the target group and a thorough explanation of the benefits of the
project.

— Risk of non-implementation of certain project activities (conferences, training or public events) due to preventive
measures related to the covid-19 pandemic — elimination of the risk by ensuring the event is held online or by
another appropriate form.

— Risk of insufficient interest of the general public in the participation at the decision-making processes at the local
level — elimination of risk by well-timed informing the general public about planned events and course of the
participation and choosing expedient forms of communication and motivation.

— Risk of insufficient communication between project partners — elimination of risk by the good setup of project
management before its start, organization of the initial meeting of partners, an explicit setting of personal
responsibilities and communication channels.

2.6 Project Sustainability
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UdrZitelnost projektu

Popis udrZitelnosti (potet
znakd max.: 3600) *

The applicant will describe whether and how the relevant outputs will be sustained and how the sustainability will be
ensured after the completion of the project. The applicant will indicate whether and how the project will contribute to the
sustainability of the activities and long-term usability for the target groups of the project. The applicant shall describe
whether multiplier effects can be expected within the sustainability of the project. If relevant, the applicant will describe
the financial sustainability of the project after completion of the project (i.e. the estimated costs related with maintaining
the relevant project outputs for its sustainability period and way of their financing) and the applicant will also clearly
define risks associated with subsequent use, including a proposal of measures for their elimination.

Sustainability of the project is not a mandatory condition for receiving a grant. However, ensuring sustainability is
desirable.

2.7 Relevance of the Project

2.7.1 Relevance of the Project to Programme

Relevance projektu k programu

Popis relevance projektu k programu (pocet znakd max .- 3600) *

The objective of the Good Governance Programme is to improve the integrity and accountability of public administration.

In order to measure programme’s achievements and its impact, the expected programme outcomes and outputs were
identified, where their indicators enables to measure the programme progress. The projects supported within the
programme must always support the programme outcome defined in the Call and contribute to the fulfilment of
the programme output. The applicant shall briefly describe the relevance of the project to the objective of the
programme (i. e. integrity and accountability of public administration improved), expected outcome of the Programme (i.
e. improved responsiveness of public administration to citizens’ needs) and especially to the output of the Programme
(i. e. optimization of public administration supported).

Description of programme outcome and output including their indicators relevant for the Call is provided in the Annex 9
to the Guideline.

2.7.2 Purpose of the Project

Ucel projektu (potet znak max.: 500) *

The applicant fills in the description of the purpose of the project as follows: “The purpose of the project is to improve
responsiveness of public administration to citizens’ needs through...”. The description must clearly indicate the purpose
for which the applicant plans to use the requested grants specifically. The applicant briefly describes the purpose and
use of the expected grant support, which must be in accordance with the set outcome of the programme and must
support its fulfilment (we do not recommend specifying specific numbers of activities). At the same time, it must be
directly related to the planned activities of the project. The applicant shall describe how the purpose of the project will
be achieved, including an indication of how the fulfilled purpose of the project will be made available or communicated
to the public.

The purpose of the project will be stated in the implementation contract and thus, it will be binding. For this
reason, in the interest of effective project implementation, the applicant defines the purpose of the project in
an appropriate way.
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Example:

The purpose of the project is to improve the responsiveness of public administration to citizens’ needs through the
involvement of high-school students, the population from the socially excluded locality, and the general public into
decision-making processes at the local level and developing local authorities competencies in the field of citizens

participation.

2.7.3 Classification of the Project into Supported Programme
QOutcomes

Podporovany vysledek programu

Vijsledek programu

Indikator

Plnéni indikatoru, zpisob
stanoveni a ovEfeni hodnot

Pocateéni

Jednotka Relevance Cilova hodnota
hodnota

(MM/RRRR)

ZlepSeni schopnosti
vefejné spravy
reagovat na potfeby
swych obyvatel /
Improved
responsiveness of
public administration
to citizens' needs

Potet obci
zapojujicich obéany
do
rozhodovaniiNumber
of municipalities
involving citizens in
public policy decision
making

pofetinumber | Ano/Yes ‘ ‘ U‘UU‘ ‘ | |

Potet 0s0b
licastnicich se
konzultac

v rozhodovacim
procesu vefejného
organu béhem
programového
obdobi | Number of
people participating
in consultations with
a public decision-
making body during
the programme
period

pocetinumber | AnofYes ‘ ‘ U.UU‘ ‘ | |

Programme outcome is the short and medium-term effects of an intervention on the target groups. In its relation to the
programme, the project contributes by realized activities to fulfiment of the programme outcome (i.e. improved
responsiveness of public administration to citizens’ needs) including related indicators whose fulfilment is mandatory.

The programme outcome, which is relevant for the project and on which the project will be obliged to comment in the
monitoring reports, is pre-set by the PO together with mandatory indicators.

For the mandatory programme outcome indicators, the applicant shall fill in the following:

— target value of the indicator

The applicant shall indicate the planned target value of the indicator that will be achieved through the implementation of
the project.

The implementation of the project contributes to achieving of the programme outcome; however, the achievement of the
programme outcome may depend on factors that are outside the control of the project promoter. The target value of the
programme outcome indicator has been set up for the purposes of monitoring; an eventual failure to achieve the target
value must be justified in the respective monitoring report.

— expected month/year of fulfilment of the target value of the indicator

The applicant shall indicate the expected month and year of fulfilment of the indicator in the format MM/YYYY. This is
the decisive moment when the indicator is considered to be achieved. The specified date must fall within the project
implementation period.

— description of the fulfilment, setting and source of verification of the indicator

The applicant must fill in the description using the predefined data specified in Annex 9 to the Guideline (Indicator
Definition, Setting of indicator value and Source of verification). If relevant, the applicant further specifies the description
and method of fulfilment of the indicator with respect to the project specifics. In addition, the applicant shall indicate what
information sources and data are used for setting the initial value (if applicable) and target value and how these values
are calculated (taking into account the definitions in accordance with Annex 9 to the Guideline). If relevant, the applicant
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specifies/supplements the sources of verification of the achieved indicator values, i.e. on what sources (conclusive
records kept by the project promoter or partner) proving the progress towards the fulfilment of the indicator will be used.
The applicant shall describe the method of data collection and the method of aggregation (addition), if applicable.

2.7.4 Classification of the Project into Supported Programme
Outputs

Output and its indicators for the Call ,, Support of the involvement of the public in decision-making processes
and public consultations (SGS1)“

Relevance wystupii programu

Podpofeni optimalizace vefejné spravy / Optimization of public administration supported Anoles

Podporované vystupy programu

Pfedpokladany

Pocateéni mésicirok Plnéni indikétoru, zpisob

Vst amL ikd Je lelevance Cilova : . s z -
Wystup programu Indikator ednotka Relevance —— ilova hodnota napinani ST G T e T

(MMIRRRR)

Pocet provedenych
konzultaci s aktivnim
zapojenim vefejnosti/ | | | | ‘ |

Podpofeni
optimalizace vefejné
spravy / Optimization
of public
administration
supported

Number of high pocetinumber | AnofYes
quality public
consultations
conducted
Pocet obci
prodkolenych na
organizaci

a provadéni
konzultaci s aktivnim | |

zapojenim vefejnostil  pocetnumber | Ano/Yes
Mumber of
municipalities trained
on conducting high
quality public
consultations

Programme outputs are the products and services created in the projects within the programme, that are delivered to
the set target groups. In its relation to the programme, the projects contribute to the programme output including related
indicators, by conducting the projects’ activities. Mandatory output set in the Call is pre-set with Relevance“Yes”. Related
mandatory programme output indicators are pre-set. During the project implementation, the project promoter must
continuously monitor the fulfiiment of these indicators and report them in the project monitoring reports. The reported
values must be demonstrable and verifiable by a possible inspection of the PO.

For selected indicators of the programme output, the applicant shall fill in:

— target value of the indicator

The applicant shall indicate the planned target value of the indicator that will be achieved through the implementation of
the project. Programme outputs and target values of the related output indicators are binding due to their direct link to
project activities and its budget. An eventual failure to achieve the target value must be justified in the monitoring report
and this discrepancy is subjected to the assessment of the PO with regards to its effect on the project purpose.

— expected month/year of fulfilment of the target value of the indicator

The applicant shall indicate the expected month and year of fulfilment of the indicator in the format MM/YYYY. This is
the decisive moment when the indicator is considered to be achieved. The specified date must fall within the project
implementation period.

— description of the fulfilment, setting and source of verification of the indicator

The applicant must fill in the description using the predefined data specified in Annex 9 to the Guideline (Indicator
Definition, Setting of indicator value and Source of verification). If relevant, the applicant further specifies the description
and method of fulfilment of the indicator with respect to the project specifics. In addition, the applicant shall indicate what
information sources and data are used for setting the initial value (if applicable) and target value and how these values
are calculated (taking into account the definitions in accordance with Annex 9). If relevant, the applicant
specifies/supplements the sources of verification of the achieved indicator values, i.e. on what sources (conclusive
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records kept by the project promoter or partner) proving the progress towards the fulfilment of the indicator will be used.
The applicant shall describe the method of data collection and the method of aggregation (addition), if applicable.

Note

If the indicator is specified in the Call in its detailed classification, the project promoter will monitor the given indicator
and report it in this more detailed classification (e.g. by gender, age, etc.). However, the detailed classification of the
indicator is only indicative and the project promoter will report the values on the basis of data obtained in its records
(e.g. attendance sheets, etc.) or on its own qualified estimate in case the record is not possible, purposeful or where it
would mean disproportionately high costs.

The Selection Committee is entitled (e.g. at the proposal of the evaluators) to set the condition for increasing
the target value of the indicator for project approval in case the target value is disproportionately low due to the
budget and duration of the project implementation period.

2.8 Project Activities

Project activities, i.e. activities related to the project implementation and management, must lead to the fulfilment of the
project objective and also contribute to the fulfilment of the programme objective, including programme outcome and
output. The structure of the project must always include key activities, and mandatory activities Project Management
and Project Publicity. The detail of the breakdown of key activities depends on the nature of the project. The
recommended maximum total number of activities including Project Management and Project Publicity is 5 - 7 (the
maximum total number of project activities is 10).

The types of eligible project activities, i. e. which activities can be implemented within the project, are defined by the
Call.

The applicant must describe the individual activities of the project specifically. It must be clear from the description of
the activities that they are feasible, have a logical connection with each other and at the same time, their connection to
the defined needs and the objective of the project is evident.

Each activity must represent a compact logical unit in terms of its content, i.e. it must be clearly structured and linked to
the planned outputs and outcome of the programme defined in accordance with sub-chapters 2.7.3 and 2.7.4 and with
the detailed project budget.

The applicant must select at least two mandatory areas of activities defined by the Call and develop them into
key project activities in the grant application. Other types of activities beyond those listed in the Call are not
allowed. The examples of key project activities listed in the Call for each eligible type of activity are illustrative
and are not exhaustive. The key project activities must always be directly linked to the eligible types of activities
set out in the Call.

2.8.1 Key Project Activities and Outputs

Cislo aktivity Nazev aktivity Datum zahajeni Datum ukongen( Popis aktivity
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Aktivita projektu

Cislo aktivity ® I 1| Zadat viastni aktivitu ]

Nazev aktivity I = ﬂ ]

Popis aktivity (pofet
znak( max.: 4000) *

Datum zahajeni * l Datum ukonéeni *

Vystupy aktivity

= Vystupy aktivity projektu pridejte kitknutim na tkonu @) Ativita mize vést k vytvoreni vice vystupt. Maximaini doporudeny pocet vystupti u jedné aktivity je 3

Nézev vystupu akfivil Souvisejici vystup programu Popis vystupu aktivi

... Zzadné zaznamy ...

The project is divided into key activities. The applicant adds the Activities by using the green plus button in the tab
Activities. The applicant shall indicate at each activity:

— name of the key activity

The name of the key activity is defined by the applicant after ticking the field Add own activity. The name of the key
activity should be brief and unambiguously reflect the sub-activities that make up the key activity.

— description of the key activity

The applicant shall indicate to which type of eligible activity defined by the Call the given key activity of the project is
related and what its content will be. It must be clear from the description of the activity which activity, when, by whom,
and in what way it will be implemented. At the same time, it must be clear from the description of the activity whether
and how the project partner will be involved in the activity. The description of the activity must be linked to the
detailed project budget.

Examples:

— the detailed budget indicates the item specialist: within the relevant key activity, the work of the specialist must
be briefly described.

— the detailed budget indicates the supply or service contract: the description of the activity must indicate what will
be delivered.

Note

The project implementation team consists of staff who have the skills needed to implement the key project activities, in
particular expertise in the topics addressed by the project and experience of working with target groups of the project.
The implementation team, composed of professional and possibly also specifically focused administrative workers (e.g.
personnel, ICT technician, publicity manager, etc.), is responsible mainly for the material implementation of key project
activities, creation of project outputs and active work with the target group. These may be employees of the applicant's
organization and external experts, as well as employees of partner organizations.

Examples of typical positions of a professional team: professional guarantor, methodologist, lecturer, etc.

Project management, which is entrusted to a group of employees providing managerial activities, is a separate
mandatory activity Project Management.

— the expected start date of the key activity

The expected start date of each key activity must be derived from the possible start date of the project (the indicative
date for the possible start of the project with respect to the project appraisal process is set by the PO in the Call, please
also see in the Chapter 2.1.5).

— the expected completion date of the key activity
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The expected date of the completion of individual key activities is necessary to be set in accordance with the conditions
of the Call, which sets the latest date for completion of project implementation.

Outputs of the key activities

Each key activity must be further defined and quantified by output(s). The applicant shall indicate the specific output(s)
of the key activity, i.e. what products, services, processes, etc. will be created based on the implementation of each of
the key project activities. The outputs of the activity are necessary for achieving the project objective. One key activity
can lead to several outputs. The applicant only lists the outputs that are essential and which result from the
implementation of the key activity (e.g. developed methodology, trained persons, organized round tables etc.). The
maximum recommended number of outputs per key activity is 3. Please add the outputs of activities by using the
green plus button.

Vystup
i . x Nazev vystupu
islo vystupu 1 aktivity *
Zadny souvisejici Souvisejici vystup
vystup programu O programu * B ﬂ

Popis vystupu aktivity
(potet znakd max.:
3600) *

Indikatory vystupu akkivity

= Ke kazdému vystupu aktivity je nutné zadat méritelny indikator, ktery bude dokladovat a objektivné hodnotit naplnéni daného vystupu aktivity (napf. pocet proskolenych
osob, podet zrealizovanych Skoleni, apod.). Je-Ii relevanini, je mozné vyuZit indikator vystupu programu, ktery bude soucasné evidovan jako indikdtor vystupu aktivity

(poZadovany indikdtor vyberte, pfidejte kfiknutim na ikonu a nasledné vypliite souvisejici poZadované udaje). Indikatory vystupu aktivity je rovnéZ moiné zadat
viastnimi slovy. Viastnf indikator pfidejte kiiknutim na ikonu (

- | @

Predpokl.
Indikator vystupu aktivity Jednotka PEEUET Cilova hodnota meswc)‘"m!( Zpusob stanoveni hodnot Zplisob ovéreni
hodnota naplnéni
(MM/RRRR)

.. Zadné zaznamy ...

The applicant shall provide the following data for each output separately:
— name of the activity output

The applicant enters the output name of the key activity. The output name should be brief and fitting.

Examples of the outputs of activities:

— 5 Jocal authorities’ employees trained in the field of active citizens’ participation in the decision-making
processes;

— methodology on taking the outputs of the citizens' participation into account within local authorities decision-
making processes developed,;

— 2 round tables with the population from socially excluded locality realized;

— conference on the transfer of foreign good practice.

— related programme output

The applicant shall indicate the programme output to which the project activity output is linked. If none of the programme
outputs is relevant, the applicant shall indicate No related programme output. Mandatory output must be recorded as a
related output of one activity at the minimum.

— description of the activity output

The applicant shall provide description of the output of the given key activity, i.e. what will be created within the key
activity, for which target groups the given output is intended, how it will be used, what is the benefit for target groups,
etc.
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Examples of activity outputs, their description and related activity output indicators
Activity output: round tables with the population from socially excluded locality realized.

Description of the output of the activity: We will realize 2 round tables with population from socially excluded locality
XXX. The round tables will take place in the community centre in the excluded locality and their topic will be a
revitalization of the public space of the housing estate. All residents of the socially excluded locality who indicated their
interest within the previous poll will be invited. During round table sessions citizens can exchange their opinions, think
together of the discussed topic, and suggest a possibly better idea of the revitalization of the public space. The round
table discussion outputs reflecting the will of the public will be published in the municipality’s information bulletin.

Output indicator: Number of high quality public consultations conducted.

— activity output indicator

The indicator represents the way in which the achievement of the outputs of the project activities can be measured.The
applicant shall state the name of a measurable indicator that will document and objectively evaluate the fulfilment of the
given activity output (e.g. the number of people participating in consultations, number of high quality public consultations,
etc.). The applicant can define indicators in own words and/or use a programme output indicator, that will be registered
as activity output indicator.

Indikatory vystupu aktivity
» Ke kaZdému vystupu aktivity je nuiné zadat méfitelny indikator, ktery bude dokladovat a objektivné hodnotit napinéni daného vystupu aktivity (napf. pocet proskolenych
osob, pofet zrealizovanych Skoleni, apod ). Je-li relevantni, je moZné vyuZit indikator vystupu programu, ktery bude soucasné evidovan jako indikator vystupu aktivity
(poZadovany indikator vyberte, pfidejte kiknutim na ikonu a nasledné vyplife souwisejici poZadované ddaje). Indikatory vystupu aktivity je rovnéZ moZné zadat
viastnimi slovy. Viasini indikator pfidejte kiiknutim na ikenu 0

tlaéitko pro pFidani indikatoru vystupu
'_ ﬂ ‘ %) programu (vyb&rem ze seznamu) k vyugiti
jako indikatoru vy

stupu aktivit

Predpokl.

Potateéni Cilova hodnota mésic/rok
= naplnéni

(MM/RRRR)

Indikator vystupu akitivity Jednotka Zpasob stanoveni hodnot Zpusob ovéfeni

hodnota

.. Zadné zaznamy ...

ST tlaéitko pro pfidani vlastniho indikatoru
vystupu aktivity (zadani vlastnimi slovy)

Activity outputs and target values of the related output indicators are binding due to their direct link to project activities
and its budget. A possible failure to achieve the target value must be justified in the monitoring report and this
discrepancy is subject to the assessment of the PO with regards to its effect on the project purpose.

— unit of measurement

The applicant shall set the relevant measuring unit of the indicator through which it will be possible to objectively assess
the fulfilment of the indicator (e.g. number, percentage, scale).

— baseline value of the indicator

The applicant shall indicate the baseline value of the indicator before the start of activity implementation. The system
allows the insertion of only numerical values, both in the case of quantitative and qualitative indicators. For qualitative
indicators (e.g. evaluation of the quality of training, etc.) it is necessary to determine such units of measurement (e.qg.
scale) that will allow the reporting of numerical values.

— target value of the indicator

The applicant shall indicate the planned target value of the indicator that will be achieved through the implementation of
the project key activity. The system allows the insertion of only numerical values.

— expected month / year of fulfilment of the indicator target value

The applicant shall indicate the expected month and year of fulfilment of the indicator in the format MM/YYYY. This is
the decisive moment when the indicator is considered to be achieved. The specified months/year of fulfilment must fall
within the activity implementation period.

— setting of values
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The applicant shall briefly describe the way of setting the target value and the baseline value of the indicator, including
an indication of information sources and data the values are based on. For qualitative indicators, the fulfilment of which
will be monitored by means of a scale (e.g. 1-5), the applicant shall provide the definitions including description of the
individual levels of the scale used.

Example of setting values for the indicator Number of high quality public consultations conducted:

An active citizens’ participation in the decision about the housing estate revitalization is the aim of the project. No
participation activities have been concluded in the municipality so far. The baseline value is thus set as 0. We will
organise 2 round tables within the project. We assume that 30 participants will take part in each round table. The round
tables will be organised in the phase of a presentation of the proposal of revitalization in March 2022 and afterward in
the phase of comments on the proposals in September 2022.

— source of verification

The applicant will describe how it will be possible to verify the progress towards the fulfilment of the indicator, i.e. what
sources (conclusive records kept by the project promoter or the partner) will provide the information on the progress
towards the fulfilment of the indicator (e.g. attendance lists, certificates, certificate of occupancy, document published
on the project website, etc.). The applicant shall also describe the method of data collection and the method of
aggregation (addition), if applicable.

Example of source of verification for the indicator Number of high quality public consultations conducted:

Achieving the value of the indicator will be possible to verify on the basis of attendance lists, photo documentation,
records from the round table sessions.

2.8.2 Project Publicity

Project Publicity is a mandatory activity of the project. The applicant adds the Project Publicity activity by using the green
plus button on the Activities tab, selects Project Publicity in the Activity title field and fills in the related text fields as in
the case of key project activities. In terms of the content of the Project Publicity activity, the applicant follows the
requirements below for the Project Communication plan.

The core of the Project Publicity activity is a Communication plan with an overview of the main steps that the applicant
plans to implement within the project communication. The activity also briefly describes the communication strategy of
the project, including a set of communication tools including mandatory elements of publicity with the aim to:

— ensure the effective exchange of information and understanding of the communication, both between the project
stakeholders and the public;

— raise general public awareness not only about the existence and objectives of the project but also of the EEA
Grants (with emphasis on bilateral cooperation).
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Aktivita projektu

Cislo aktivity * l 1 l Zadat vlastni aktivitu ]

Nazev aktivity [Pubicia projekiu ]|

Popis aktivity (pocet
znakd max.: 4000) *

Datum zahajeni * ] Datum ukonéeni *

Vystupy aktivity

« Vystupy akfivity projektu pfidejte kiiknutim na ikonu &) Aktivita mize vést k vytvofeni vice vystupi. Maximalni doporucéeny podet vystuptl u jedné aktivity je 3

Nazev vystupu aktivi Souvisejici vystup programu Popis vystupu aktivi

... Zadné zaznamy ...

In connection with receiving the financial support from the EEA Grants 2014-2021, the applicant is obliged to inform the
public about the implementation of the project and the receiving the financial support through the so-called mandatory
publicity of the project. In addition to the set of minimum mandatory publicity, it is appropriate for the project promoter to
implement other communication and promotion activities that will effectively present the project and its outputs to both
the target groups and the general public. The applicant chooses communication tools with regard to the target groups
of the project, the nature of the outputs and takes into account the overall budget of the project. We recommend focusing
mainly on promotion through online technologies such as social networks (Facebook, Instagram, YouTube) and web
services or other innovative promotion tools.

The communication plan determines who communicates (administrative departments or entities responsible for the
implementation of information and communication measures), what information, and how, when (expected timeline) and
to whom (target groups). Part of the communication plan is the setting of publicity outputs (e.g. awareness-raising
campaign, project launch conference, project final conference, press conference, etc.) and their indicators.

As part of the Project publicity activity, the applicant fills in the same fields as in the case of key project activities (with
the exception of the Related Programme Output field, which is not to be filled in and the applicant selects No Related
Programme Output; for the requirements for the description of each field please see the previous chapter). It is not
necessary to present individual elements of publicity as separate outputs of the Project Publicity activity, it is also
possible to use a summary output — e.g. "Set of mandatory project publicity elements”. In the field Description of the
output of the activity in this case, the applicant briefly describes the individual elements.

Note

The outputs of other key project activities in the form of events of various types are not included in the outputs of publicity
(e.g. expert seminar, workshop, etc.). In the case of all activities implemented within the project, the project promoter is
always obliged to inform the participants about the support obtained from the EEA Grants 2014-2021 (information on
websites, in the press or, on social networks, roll-ups, leaflets, etc.).

A specific form of publicity can be, for example, media campaigns (in the press, radio, television, on the Internet) in order
to raise awareness of the project and the EEA Grants 2014-2021. The campaign is not a one-time event, but a
comprehensive promotion of the project through various communication channels - websites, social networks, events,
advertisements in the press, etc.

Mandatory requirements of the activity Project Publicity:

— During the project implementation, the project promoter is obliged to implement at least two information activities
on the existence of the project, which is implemented with the support of the EEA Grants 2014-2021, on its
objectives, achievements and results of project implementation. Events must be promoted by appropriate
promotional and information materials which must include mandatory publicity elements.

— The project promoter is obliged to provide information about the project on a newly created project website, or
on the specialized webpage on the existing website of the project promoter’s organization in the section
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dedicated to the project in the Czech language. Alternatively, it is possible to publish specifications of the given
project via social media profiles.

— For projects with an awarded grant of more than EUR 150,000 (CZK 3,900,000), and/or projects implemented
in partnership with a donor project partner, the project promoter is obliged to create a dedicated project website
(as a separate section dedicated to the project on an existing website of the organization or as a secluded
project website), both in Czech and English. Alternatively, it is possible to publish specifications of the given
project via social media profiles.

— The information on the websites / social media profiles shall include specifications about the project, its progress
and results, cooperation with donor project partners from Iceland, Liechtenstein and/or Norway (a mandatory
bilateral partnership), furthermore, it must include project photos, contact details, and a reference to the Good
Governance Programme and EEA Grants 2014-2021. Project-related information must be regularly updated.

All information and publicity measures must be implemented in accordance with the document Communication and
Design Manual issued by the FMO. The manual sets out binding technical requirements for the use of logos, billboards,
plagues, posters, publications, websites and other audio-visual materials. The document is available for download at
www.eeagrants.cz/en/general-information/promotion/downloads

2.8.3 Project Management

Aktivita projektu

Cislo aktivity * l 1 ] Zadat viastni aktivitu ]

Nazev aktivity ‘ Management projektu ﬂ ‘

Popis akiivity (pocet
znakd max.: 4000) *

Datum zahajeni * ‘ ‘ Datum ukonceni * ‘ |

Part of the project is its management, which is included as a mandatory Project Management activity. The project
management should be entrusted to a group of employees who will be able to cover all levels of project management
with their activities and thus ensure all managerial activities, or professional activities3. These may be employees of the
applicant organization and/or external entities, or employees of partner organizations may be invited to this group.
Project management should be composed ideally of staff who have sufficient experience with project implementation
and management. When creating a project management team, it is necessary to take into accout mainly the expected
complexity of project management and implementation in terms of content and finances.

Project management is mainly responsible for coordinating project activities, organizational side of the project, achieving
the planned project ojectives, fulfilling planned outputs including achieving target values of indicators and ensuring
effective communication at all levels of project implementation (towards the PO, management of the project promoter,
project partners and individual employees involved in the project).

The applicant adds the activity by using the green plus button in the Activity tab, in the field Activity title and selects the
Project Management and fills in the following fields:

— Project Management activity description

The applicant shall describe the organizational and management structure for the project implementation, including
administrative and financial management. The applicant will also describe the roles and responsibilities of the individual
management members and their expected workloads. Within the project application, it is not required to specify specific
names of persons, but it is necessary to describe the responsibilities, powers and main job content of management staff.
If a project partner (including partner(s) from the Donor states) is involved in the project management, the applicant will
describe the activities of these persons, including their expected workloads and links to the project budget.

— expected start date of the Project management activity
— the expected completion date of the Project management activity

The activity Project management runs throughout the project implementation period. The expected start date must be
derived from the possible start date of the project (see the Chapter 2.1.5 Planned Project Implementation Period). The

3 If a member of the project implementation team also ensures the role of a member of the project management and also performs other professional
tasks (e.g. professional guarantor) and the employee's expenses will be requested for reimbursement within the project, the applicant will enter the
relevant part of the person's workload in the Management chapter and the remaining part to another relevant chapter of the project budget (e.g.
Services).
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indicative date for the possible start of the project with respect to the project appraisal process is set by the PO in the
Call.

Paotet osob, které

Potet osob, které zajistuji
zajisfuji management ‘ management | ‘
projektu a jsou hrazeni projektu a nejsou
z rozpottu projektu * hrazeni z rozpoftu
projektu *
z toho externistd * ‘ | z toho externistd * | ‘

In addition, the applicant will indicate whether individual project management positions will be covered by own or external
emyployees and whether management staff costs will be spent within the project budget. Personal expenses of
management members that can be included in the project budget and requested as eligible expenses are limited to the
following positions (with an indicative definition of the main job description of individual roles; roles can be cumulated,
i.e. for example the project manager also performs the role of project administrator):

— project manager (sometimes also a project leader; manages the project and is responsible for achieving the
set project objective and fulfilling its outputs; responsible for the proper operation of the project according to the
schedule, project risk management, project progress evaluation, preparation of monitoring reports and their
accuracy, correctness of changes in the project; participates in project controls; usually is the main contact
person of the project who communicates with the PO)

— financial manager (ensures the financial management of the project, in particular the supervision of the project
financing and the state of implementation of the budget; monitors and updates the financial plan of the project;
is responsible for payments made under the project; prepares and checks requests for payment and documents
for the financial parts of monitoring reports; participates in project controls; works closely with the project
manager and other members of the implementation team; may also perform activities related to project
accounting, document records, etc.)

— accountant (works closely with the financial manager, supervises the fulfiiment of the conditions of the grant
provider in terms of financial management, including the requirements of documentation; participates in the
preparation and completion of documents for payment requests, etc.)

— administrator (ensures the administrative agenda of the project associated with project monitoring; is
responsible for the factual accuracy of the project administration; ensures the administration of any project
modifications, archiving of project documentation, etc.; works closely with the project manager and other
members of the implementation team)

— management assistant (cooperates with the project manager and other members of the implementation team
to organize and ensure the implementation of the project so that the set outputs and objectives of the project
are achieved, within the set deadline and within the set project budget).

In the budget chapter Management, it is also possible to claim management overheads.

Other alternatives of use and calculation of indirect costs are described in more detail in chapter 2.10.6 of this Guideline.
For projects with the implementation period longer than 24 months a maximum allocation of the chapter Management
is set at 15% of the total eligible project costs. Projects with implementation period of less than 24 months (incl.) can
set the allocation of the Management chapter to max. 10% of the total eligible project costs.

Note

Depending on the focus of the project and its complexity, number of key activities, size of the target group, etc., it is
possible to include the necessary administrative positions in the project implementation team such as publicity manager,
human resources manager, ICT technician etc. However, within the detailed budget, such positions are not kept in the
Management chapter; the applicant classifies them in the Services or Publicity chapter.
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2.9 Time Schedule of the Project

7. Vécny a casovy harmonogram projektu

Cislo a nazev 2019 2020 2021 2022 2023 2024
aktivity/ obdobi Q4 Q1 Q2 Q@3 Q4 Q1 Q2 03 04 Q1 Q2 Q3 Q4 Q1 Q2 Q3 Q4 a1 Q2

The list of activities defined in the project, including the planned start and completion dates, will be transferred to the
corresponding quarters in the project schedule overview as a part of the generated document of the Grant Application
(i.e. the applicant does not fill in the time schedule as such, he/she only checks it in the Annex Grant Application Form).

2.10 Budget and Project Financing

The applicant fills in the financial data of the project on the tab VAT, Detailed budget and Budget. To fill in the
application correctly, it is necessary to proceed in the above-mentioned order of tabs.

The rules on which categories and types of expenditure are eligible and can be claimed as eligible are laid down in
Chapter 8 of the Regulation and further described in the Guideline of the National Focal Point for Eligible Expenditures
under EEA/Norwegian Financial Mechanisms 2014-2021. However, the inclusion of expenditure in the detailed budget
of the project application to be awarded the grant is not considered as confirmation of the eligibility of this expenditure.
The control of eligible project expenditures will be performed by the PO during the project implementation within the
control of the payment request.

The PO stipulates that within the EEA Grants 2014-2021, the acquisition price of the equipment approved in the
application or in the request for modification is recognized as an eligible expenditure. Approved assets must be an
integral and necessary component of the project important for the purpose of the project to be achieved. Depreciation
of equipment is not an eligible expenditure and it will not be possible to claim it as eligible.

The Call is announced as non-investment. Investment expenditures are not permitted as part of eligible
expenditures for the entire duration of the project.

2.10.1 VAT and its reimbursement

Zakladni informace Zadatel Partnefi Zamer Relevance projektu Aktivity projektu OPH Podrobny rozpocet Rozpocet

Financovani Horizontalni témata Zpracovatel

OPH 3 jeji proplaceni

Vztah DPH k projektu * - ﬂ

Koeficient DPH | |
piidéleny FU

The applicant shall indicate whether he/she is a VAT payer and is entitled to VAT deduction in relation to the project
activities. VAT or its part is not the eligible expenditure if there is a legal right to its deduction. In the field VAT in project
budget, please select the appropriate option:

— VAT is included in eligible expenditures in full;
— VAT is not included in eligible expenditures;
— VAT is partly included in eligible expenditures.

If the applicant is not a VAT payer and does not claim the VAT deduction with the competent tax office, he/she shall
indicate the costs of the individual items in the budget including the VAT. The VAT is eligible project expenditure in
full. Invoices and other accounting documents will be reimbursed by the Programme Operator including VAT
(the amount including VAT will be reimbursed).

If the applicant is a VAT payer and may claim the VAT deduction with the competent tax office, he/she shall indicate
the costs of the individual items in the budget excluding the VAT. The VAT is not eligible project expenditure. .
Invoices and other accounting documents will not be reimbursed by the Programme Operator excluding VAT
(only the amount excluding VAT will be reimbursed).
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If the applicant is a VAT payer in general, but not for the activities implemented in the project, he/she shall
indicate the costs of the individual items in the budget including VAT and describe the situation in a tab “Budget”, section
“Project financing”. In the field “VAT related to project” the applicant shall select — VAT is eligible project expenditure
in full.

If the applicant claims their entitlement to VAT deduction using the coefficient, he/she shall specify the coefficient
set by the competent tax office and calculate the cost of each budget item including the part of the VAT not claimed
for deduction with the Tax Office. The amount of the VAT that is not entitled for deduction is part of the eligible project
costs.

2.10.2 Detailed Project Budget

When compiling a detailed project budget, it is necessary to follow the following general principles:

— the budget includes only such expenditure that can be financed from the EEA Grants, i.e. so-called eligible
expenditure?;

— the budget is composed on the basis of real prices usual both at the place and time and at the same time
calculated with regard to possible price changes which will affect individual expenditure;

— the total amount of the budget and individual budget items must be proportionate and justified, in particular with
regard to the objective of the project, the content of the key activities, the target values of the indicators, the
duration of the project and the size of the target group;

— the budget contains only such number of items needed to achieve the objective and outputs of the project;

— the individual budget items must be interlinked with the planned activities of the project;

— the planned expenditures must be economical, efficient, effective and in accordance with the valid legislation of
the Czech Republic and the EU and the conditions of the Call.

Zakladni informace Zadatel Partnefi Zameér Relevance projektu Aktivity projektu OPH Podrobny rozpocet Rozpotet

Financovani Horizontalni témata Zpracovatel

Vydaje rozpottu

A | PoloZka

The applicant fills in the individual items of the project budget on the Detailed budget tab. To add a budget item, use
the green plus button. To create a detailed budget item, you must first enter the activity (on the Project Activities tab),
within which the item will be drawn.

In the detail of the detailed budget item, the applicant fills in the following data:
— budget chapter

The applicant will include each item under the relevant budget chapter (Services, Construction Works and Supplies,
Publicity, Management, Travel costs). The structure of the budget is set by the PO and the titles of the particular chapters
of the budget cannot be modified.

— fixed item

The items of the chapters Management and Travel costs contain fixed items list. If the above mentioned chapters are
relevant to the project, the applicant selects the appropriate fixed items from the list. It is not possible to include other
own items in these chapters or to modify the title of fixed items. It is also not possible to apply the same fixed items more
times within a chapter. In the case of expenditures, planned under a fixed item, the components of which have different
unit prices, the applicant shall indicate the average unit price or calculate the item as a whole and describe the individual
components in the Note field.

4 Costs that are not considered eligible (excluded costs) are laid down in Article 8.7 of the Regulation on the implementation of the EEA Financial
Mechanism 2014-2021.
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The chapter Management is exclusively related to the project management costs - staff costs related to the expert
activities of the project are not part of the chapter Management but Services.

Detail polozky podrobného rozpottu

Kapitola * | Management ﬂ ‘

PoloZka *

Projektovy manaZer/Project manager
UCetni/Accountant
Administrator/Administrator

Asistent managementu/Management assistant

Jednotka *

Typ wydaje * ReZijni vwydaje managementu/Management overheads
Finanéni manaZer/Financial manager
Celkem (KE) = 0,00 | Prepotitat

= Vyberte kapitolu a zadejte poloZku, kterd svym obsahem spadé do vybrané kapitoly. PoloZky kapitol SluZby, Publicita a Stavebni prace
a dodévky e moZné vybrat ze seznamu doporudenych poloZek nebo zadat viastnimi slovy (pfiddni vlastni poloZky provedete kliknutim na

ikonu i ). Poloky kapitol Management a Cestovné je moiné pouze vybrat ze seznamu fixnich poloZek. U kaidé poloZky wvyplite
poZadované lidaje vietné souvisejici aktivity (jedna poloZka se miZe vztahovat k vice aktivitdm projektu)

= Pro vypocet zpdsobilych vydajl pouZijte Haditko "Plepoditat”

Nazev aktivity A
Souvisejici aktivity e
Zadné zaznamy

Poznamka

— item

The items of the Construction Works and Supplies, Services and Publicity chapters are entered by the applicants
individually according to the project needs. The indicative list of items which fall under the chapters Services and Publicity
are specified in the list of options. Each item used within a particular chapter of the project budget must have a unique
title. In case of the planned public procurement it is advised that public procurement relates to one item only.

Detail polozky podrobného rozpoctu

Kapitola * ‘ Sluzby/Services |4 ‘

Polozka * ‘ v ‘ 4 ‘

vybér polozky ze seznamu
indikativnich polozek dané kapitoly
podrobného rozpoétu

tlaéitke pro pFidani vlastni polozky
do podrobného rozpoétu

— unit

The applicant assigns a unit for each budget item individually. In the case of personal expenses, we recommend using
the person/day, person/hour, person/month units. If none of these units is suitable for personal expenses in the project,
there is a possibility to enter the unit individually.

— number of units

The number of units is entered with a maximum of 2 decimal places. Entering more decimal places is not allowed.
— item unit price

The applicant indicates the unit price in the whole CZK. Non-VAT payer or VAT payer that cannot clain the VAT deduction
submits unit prices including VAT. A VAT payer that may claim the VAT deduction submits unit prices excluding VAT. If
the applicant claims VAT on a coefficient basis, he/she calculates unit prices, including the part of VAT that will not be
claimed for deduction from the Tax Office. The amount of VAT that is not eligible for deduction is part of the eligible
project costs.

— expenditure type

In case of the Call “Support of the involvement of the public in decision-making processes and public consultations
(SGS1)”, the investment expenditures are not allowed, each buget item is automatically listed as non-investment.

— related activity

The applicant shall indicate the activity to which the budget item is linked. Ideally, one item should not be linked to more
activities unless given by the nature of the item (e.g., the function of project expert who will be involved in more activities).
If the item is related to the implementation of more activities, the applicant shall state the relevant activities (through the
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green plus button). To be able to assign a related activity, it is necessary that the project activities are entered on the
Project Activities tab.

— note

If it is required or relevant for the budget item (to increase clarity and transparency), the applicant shall provide a more
detailed description of the item in the Note field. The description shall include an explanation of the contents of the item,
or also the justification for including the item in the budget. The specification of an item is required in the case of using
a cumulative item so that its individual components can be resolved.

Detail polozky podrobného rozpoctu

Kapitola * | = ﬂ |
Jednotka * | | Potet jednotek * | 0,00 (ng)”f“kova cena 0 |
Typ vydaje * | Neinvestién\’/Non-investlil|

Celkem (K&) | 0,00 |

» Vyberte kapitolu a zadejte poloZku, ktera svym obsahem spadd do vybrané kapitoly. PoloZky kapitol Sluzby, Publicita a Stavebni préce
a dodévky je mozné vybrat ze seznamu doporucenych polozek nebo zadat viastnimi slovy (pfidéni viastni poloZky provedete kliknutim na

ikonu 4F ). PoloZky kapitel Management a Cestovné je moZné pouze vybrat ze seznamu fixnich poloZek. U kazdé poloZky vyplite
poZadované lidaje véetné souvisejici aktivity (jedna poloZka se miiZe vztahovat k vice aktivitdm projektu).

« Pro vypodet zpusobiljch vydaju pouZijte tiaditko "Prepoditat”.

Nazev aktivity r'y

Souvisejici aktivity
... Zadné zaznamy ...

Poznamka

Storno

2.10.3 Travel costs

In case of international travels within the project and inclusion of the related costs into the detailed project budget, the
applicant will always calculate the costs of accommodation, meals, local transport and insurance through lump
sum calculation: the applicant will use the item per-diems (including accommaodation, local transport, meals and travel
insurance) in the chapter Travel costs. The per-diems rate is set according to EU flat rates as set out in Annex 1 to the
Commission Decision of 18 November 2008 and subsequent updates:

— see https://www.eeagrants.cz/assets/cs/media/EHP-Norske-fondy Per-diems.pdf, and it is calculated per
number of nights®.

The per-diem item is used only for international travels, both for trips of Czech participants abroad as well as trips
of foreign project partners / foreign entities to the Czech Republic. The applicant is allowed to set a lower lump sum
in the application if, due to the planned scope and objective of the project, it is not economical and efficient to use the
standard lump sum (e.qg. travels abroad with higher number of participants, long-term stays etc.). Such a rate then applies
throughout the entire implementation period of the project and may not be increased in the case of higher actual
expenses from savings in other items. In case both foreign trips and domestic trips are part of the project, the applicant
calculates the items for domestic trips individually (from the list of fixed items in the chapter Travel costs).

%In the case of free accommodation (including or without breakfast) the amount of per diems will be reduced by 40%. In the case of free meals, the
amount of per diems will be reduced by 40% (20% lunch, 20% dinner). If the applicant takes part in a foreign trip during which he / she does not spend
the night, per diems will be automatically reduced by 40%.
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210.4 Project Budget Breakdown

Zakladni informace Zadatel Partnefi Zameér Relevance projektu Aktivity projektu OPH Podrobny rozpocet Rozpocet

Financovani Horizontalni témata Zpracovatel

Clenéni rozpottu projektu

Zplsobilé widaje

Kapitola rozpottu projektu (K&) Castka v EUR

Sluzby/Services 0,00 0
Cestovné/Travel Costs 0,00 0
Stavebni prace a dodavky/Construction Works and Supplies 0,00 0
Management 0,00 0
Publicita/Publicity 0,00 0
Celkové zplsobilé vydaje projektu 0,00 0

£ toho zpiisobilé vydaje partneri

Predpokladané
zpusobilé vydaje
(EUR)

Predpokladane
zplsobilé vydaje (KE)

Based on the Detailed Project Budget filled in the application, the IS CEDR transfers the expected allocations of the
project budget chapters in CZK and the amount of the total eligible project costs in CZK (rounded to two decimal
places) to the Budget tab. Conversion of the allocations of individual chapters into EUR will be performed automatically
by the IS CEDR using the exchange rate set in the Call (rounded to amount in whole EUR).

The applicant shall state the amount of expected expenditure of each project partner to be covered from the project
budget (i.e. the total amount per project partner, irrespective the expenditure is directly borne by the project partner or
is borne by the project promoter). The applicant shall enter partner’s expenditure in CZK (with an accuracy of max. 2
decimal places).

210.5 Investment Assets in Project

Investicni majetek v projektu

V projektu bude pofizovan investicni majetek, jehoz pofizovaci cena vstupuje do rozpo&tu projektu * Ne/No ll |

Popis

The Call “Support of the involvement of the public in decision-making processes and public consultations (SGS1)” is
announced as a non-investment. Investment expenditures in the project are not allowed, so the applicant is not entitled
to include capital assets, construction / reconstruction / renovation of assets among the eligible project expenditures (the
value ,No“ must be filled in).

2.10.6 Indirect Costs (Overheads)

Rezijni naklady

ReZijni naklady jsou soutasti rozpottu projektu * l — ﬂl

Metoda kalkulace rezijnich nakladd l -— ﬂl

The applicant shall indicate whether the indirect costs (overheads) are part of the project budget. If the overheads are
part of the project budget (chapters Management and Services), the applicant shall identify one of the following
calculation methods:
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— actual indirect costs;

— aflat rate of up to 25% of total (net) direct eligible costs;

— aflat rate of up to 15% of direct eligible staff costs;

— aflat rate applied to direct eligible costs in similar types of project in EU programmes;
— according to the rules of an international organization or its agency.

Methods for calculating indirect costs that can be allocated to the project are described in more detail in the NFP
Guidelines for Eligible Expenditures under the EEA and Norwegian Financial Mechanisms 2014-2021 (available under
this link).

In the case that indirect costs will be part of the project budget the applicant must create item “indirect costs”

in the respective chapter (Services and/or Management) in the detailed budget with the value corresponding to
chosen calculating method.

2.10.7 Assuring of Project Financing

Zajisténi financovani projektu

Strutné popiste, jakym zplsobem je zajisténo financovani projektu *

In the section Assuring of Project Financing, the applicant is obliged to describe how the financial coverage of the
submitted project will be ensured. The applicant shall briefly describe the financial situation of the organization and
indicate the sources of funding envisaged for the project with regard to securing the necessary funding to pre-finance
the project and to cover compulsory co-financing (if relevant).

At the same time, the applicant undertakes to be able to provide financing for the project at the beginning and throughout
its implementation so that there is no shortage of financial resources to cover the project expenses with regard to ex-
post funding from EEA Grants®. The applicant further undertakes to finance all non-eligible expenses (if any) and
additional costs in excess of the approved project budget.

2.10.8 Revenue Generated by Project

Prijmy generované projektemn

Projekt bude generovat prijmy * ‘ — ﬂ ‘

Popis tvorby pfijma

" v V pribéhu realizace V obdobi udrZitelnosti
Prehled piijmi
projektu projektu

Predpokladana vyse roénich piijma (v KE) I l I l

Predpokladana vy3e roénich provoznich nakladd (v KE) I l I l

Cisty prijem (v Kg) I l I ]

The applicant will indicate whether the project will generate so-called net revenue during the implementation period
and/or in the period after the implementation of the project (by selection yes/no).

In case the project generates revenues, the applicant shall indicate in the field Description of the revenues generation,
the revenue generating activities and the amount of the revenues (annual) and further details including the expected
use of the revenues in line with the purpose of the project. The PO shall take into account the planned revenues when

¢ The project promoter pays the expenses related to the implementation of the project from its own resources (including external resources, e.g. bank
loans) and during the implementation of the project he/she submits to the PO in regular intervals a request for payment in which he/she requests their
reimbursement. The possibility of ex-ante financing using an advance payment is allowed. The percentage of the advance payment is set by the Call
(see also Annex 10 to this Guideline).
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setting the project grant rate. The applicant shall also indicate the estimated average amount of annual revenue and an
estimate of the average amount of annual operating costs related to the creation, application and use of project outputs.
The applicant indicates if the project will generate the so called net revenue within the project implementation period.

Revenues (arising from the project outputs) are inflows of financial means paid by users for infrastructure, goods,
services or rights that have been supported by the project. These include, for example, admission from events,
conference fees, revenues from the sale of publications, revenues for services provided within the project, etc.”

Net revenue (arising from the project outputs) is calculated as the difference between the revenues arising from the
project outputs and the operational costs related to the creation or operation of outputs (e.g. salaries of employees,
energy costs, purchase of goods) not included in the project budget and not reimbursed by the Programme Operator. If
the costs of producing or operating the output are fully covered by the grant, the revenue is equal to the net revenue.

Note
The net revenues during the implementation of the project shall be handled as follows:

a. as an additional resource to finance other activities related to the project contributing to the achievement of the
purpose of the project approved under the project modification request;

b. as an additional source to finance other activities related to the project in the period after the completion of the
project (if the sustainability of the project is set);

c. returned to the Programme Operator.

The project promoter shall keep complete documentation connected to the revenues/net revenues in order to perform
monitoring and data check of submitted information also after the completion of the project.

Example

Within the project, one expert conference will be organized, within which participation fees will be collected. Participation
fees will represent the only planned revenue of the project. The applicant describes this revenue in the field Description
of revenue generation, for example as follows: “At the time of project implementation, we assume a single revenue in
the project in the form of participation fees from the expert conference to be held in the second year of project
implementation. We estimate 50 conference participants and a participation fee of CZK 1,000. The total expected
revenue will be CZK 50,000. Expected expenses for the conference - one-day rental of a conference room (CZK 20,000),
interpretation (CZK 15,000), expert fees for 5 speakers (CZK 10,000), a set of promotional items (CZK 10,000). All these
estimated expenses are included in the project budget. The expected net revenue will therefore amount to CZK 50,000.
We would like to use this net revenue as a source of coverage of any undervalued budget items during the
implementation of the project. We do not expect any revenue in the sustainability period."

The applicant will enter 50,000 in the field Estimated amount of annual revenue (in CZK), the applicant will enter CZK
55,000 in the field Estimated amount of annual operating costs (in CZK) and CZK 50,000 in the field Net revenue (in
CZK).

If the above-mentioned estimated expenses for the conference were not covered from the project budget, no net revenue
would be generated in the project. The applicant would therefore fill in 50,000 in the field Estimated amount of annual
revenue (in CZK), CZK 55,000 in the field Estimated amount of annual operating costs (in CZK) and 0 in the field Net
revenue (in CZK).

7 Payments received by the project promoter from contractual penalties as a result of a breach of contract between the project promoter and the third
party or persons or which arise as a result of a third party selected under public procurement rules withdrawing their tender (financial security) are not
considered as revenue.
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2.10.9 Project Financing

Financovani projektu

Kurz EUR | 26,5000 |

Celkové zpUsobilé | 0.00 Celkove zpUsobilé | 0 |
vydaje (v KE) i vydaje (v EUR)
- Z toho neinvestiéni
vydaje (v K&) | 0,00 | 0%
Mira dotace (v %) | 100 |

N . Maximalni grant | |
Maximalni grant (v K&) | O,UO| (v EUR) 0
Pozadovany grant | 0 | Pozadovany grant | 0 |
(VKE) * (v EUR)
Projektove

spolufinancovani (v Ké

: | 0,00|

Based on the data filled in the Detailed Project Budget, the following fields are automatically filled in the tab Project
Financing:

Total eligible costs (CZK): the amount in stated in CZK including decimal places (max. 2 decimal places); this
amount is further broken down into the amount of investment and non-investment expenditure, indicating their
percentage in relation to the amount of total eligible expenditure?; in the Call “Support of the involvement of the
public in decision-making processes and public consultations (SGS1)”, investment expenditures will be recorded
as zero;

Total eligible costs (EUR): the amount rounded down to whole EUR (rate in EUR corresponds to the exchange
rate set in the Call); the amount in EUR is indicative and will be used for statistical purposes only;

Maximum grant amount (CZK): the maximum grant amount is calculated on the basis of the grant rate set by
the Call.

The applicant shall fill in:

Requested grant amount (CZK): the amount in whole CZK. The requested grant amount may not exceed the
maximum grant amount.

Based on the requested grant amount filled in, the IS CEDR automatically calculates:

Requested grant amount (EUR): the amount rounded down to whole EUR, the amount in EUR is indicative
and will be used for statistical purposes only;

Project co-financing amount (CZK): the difference between the total eligible costs and the requested grant
amount (max. 2 decimal places);

Note

The amount of the requested grant represents the maximum amount of financial support that cannot be
increased. The support provided from the programme for the implementation of the project is intended to finance
the project at the time of its implementation, not to sustain its outputs.

We highly recommend checking if the amount of the requested grant is set correctly, i.e. the Requested
grant amount (CZK) corresponds with the amount the applicant intended to apply for.

The grant is provided in CZK. The exchange rate for the conversion of the required grant amount into EUR is
set out in the Call (26,50 CZK / EUR) and the conversion into EUR will be provided automatically. The amount
in EUR will be used for statistical purposes.

The maximum project grant rate (in %) is set by the Call. For an overview of the support provided for individual
legal forms, see Annexes 10 to this Guideline.

8 It is not possible to submit an application if the maximum share of investment expenditures / minimum share of non-investment expenditures set by
the Call is not complied with.
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2.10.10 Payments

Zélohova platba

Pozadovana zalohova | EI

platba *
éésvt!r\a zalohy celkem | I'\-'I'aximélni'f_i'ée ‘ 0 ‘
(v KE) zalohy (v KE)

1. 0% z poZadovaného grantu
Z toho:

Céstka zalohy investiéni |

Maximalnivise
(v KE) ‘

investicni zalohy

o]
(WKE)

« Je-li poZadovana zalohova platba a pedrobny rozpocet projektu zahruje investicni vidaje, deporucujeme jako ¢dstku investicni zalohy zadat
doporucenou maximalni vy§i investicni zdlohy.

Céstka zalohy | ‘
neinvestiéni (v KE)

Zdivodnéni

The applicant may ask for an advance payment to finance the project at maximum 60% of the awarded grant (types of
applicants eligible for the advance payment are stated in the Call; an overview of the maximum rate of advance payment
provided for individual legal forms, see Annexes 10 to this Guideline).

The applicant shall indicate the total amount of the advance payment requested and justify the request for the advance
payment.

The expenditures of the project promoter will be reimbursed based on the expenses actually incurred during the project
implementation (payment requests will be submitted together with the monitoring reports; monitoring reports shall be
submitted every four months). The project promoter shall submit lists of expenditures including the required relevant
annexes.

Given the non-investment nature of the Call “Support of the involvement of the public in decision-making
processes and public consultations (SGS1)”, the amount of the investment advance must be filled in as zero.

2.11 Policy Markers

RovnostZen a muzd/Gender equality ‘ i ‘

Socidlni zaélefovani jinych zranitelnjch skupin ne? RomiiSocial inclusion of
vulnerable groups other than Roma

- ‘

The applicant indicates if the below listed policy markers are relevant for the project:

— Gender equality
— Social inclusion of vulnerable groups other than Roma

and the applicant shall indicate the relevance to each of the pre-set policy marker:
— 0 - the topic is not relevant to the project
— 1 - the topic is relevant to the project, but it is not the main focus of the project
— 2 - the topic is fundamental for the project
If a given theme is relevant or fundamental to the project, the project is directly focused on addressing this topic. In such
cases, the applicant will briefly describe what measures related to this subject will be taken within the project.
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2.12 Author of the Application

Uvedte informace o zpracovateli Zadosti

In accordance with the condition of the Call, the applicant will provide information on the consultants, i.e. entities and
persons involved in the preparation of the application. The applicant shall provide information on the author of the
application and his/her relationship with the applicant. If the application is prepared by an external entity, the applicant
shall indicate the company name /author name.

In addition, the applicant will briefly describe, what documents have been prepared in connection with the preparation
of this application (supporting and related documentation, e.g. feasibility study, detailed budget), if relevant.

2.13 Annexes to the application

List of mandatory annexes, the requisites of individual documents and the procedure for their insertion are given
below.

The applicant attaches all annexes required by the Call to the Annexes menu. The applicant will see the list of all
mandatory annexes that have not been attached yet once loading the menu Annexes. Without attaching mandatory
annexes it is not possible to submit the application.

Please note, that the list of errors linked to the annexes check is not complete. IS CEDR check is not set to monitor all
requirements of the Call. The applicant attaches to the Annexes menu all mandatory documents required by the Call
that are stated as mandatory in this Guideline. Before the submission of the application, the applicant will inspect all
attached documents with the Checklist for verifying compliance with the administrative and eligibility criteria (Annex 3 of
this Guideline) and check whether the list of attached annexes is complete and documents meet all requirements.

Uvodni stranka SEZNAM PRILOH Napovada (@)
Kontakty e
[ [ 1] e
2=2 Hlavni menu ,
= Chybi povinné prilohy:
'ldentifikace vlastnické struktury Zadatele' - zaloZit zde...
. 'Logicky ramec projektu’ - zaloZit zde...
SEZ.HEPTID vlastnich = Chybi povinna priloha 'Dokument Zadosti o grant’ - zaloZit zde...
projektd
J
Projekt
7 Cislo projektu: I GG-MGS1-001 Stav projekiu: Priprava zadosti l
Zadost
Prilohy Nazev projektu: l Test 7.5.2021 I
Nasténka - -
o Novy E;J Stahnaut vybrané E;J Stahnout vie | <7, Aktualizace dokumentu

Posledni navstivené stranky

1) Grant Application Form (mandatory annex, attached standardized form in pdf format electronically signed by
a statutory representative of the applicant or an authorised person)

After filling in the data in the individual tabs of the application, the applicant will generate a Grant Application Form
(through the Generate Application button in the control panel) as a first document to Annexes menu. The Grant
The Application Form will be generated in English (after filling in the partner from the Donor State).

UloZit I\_-{[]vent Oﬂdslranlt E&Eeneruvatzadnst Ddstoupit

By generating this form, the registration number of the application will be assigned to the application and the number
is used as the project number at the same time. The project number will be used in other relevant standardized
annexes that contain this number. Subsequently, the applicant generates and inserts further application annexes
in the Annexes menu.
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2)

3)

The Grant Application Form can be generated at any time during the completion of the application form and used
to verify that the individual tabs of the online form are filled in correctly. The PDF document summarizes the already
filled in and saved data in individual application fields.

The final version of the Grant Application Form, i.e. document in the PDF format generated after filling in all required
items in all tabs of the grant application form, must be signed by the representative of the statutory body of the
applicant or by an authorized person with a qualified electronic signature (you must sign the document using the
Sign button in the control panel). Always check the content of the generated document carefully before signing
(open the document via the Show annex content button in the control panel). If you find the need to edit the data,
go to the relevant application tab, make the modifications, and then regenerate the Grant Application Form in the
application’s annexes again.

% Seznam piiloh H Ulozit Odeslat do spisové sluzby ;# Podepsat : Zobrazit obsah prilohy
Typ™ | Dokument Zadosti o grant |
Druh * |éablona |
Format * | PDF |
Nazev * | Dokument Zadosti o grant |

Dokument podepsany 0
v listinné podobé

SEZNAM ELEKTRONICKYCH PODPISO

Autor, Vydavatel Platnost od Platnost do Datum podpisu

Zadne Zaznam 5

Project Logical Framework (mandatory annex, attached standardized form in pdf format, a signature of the
document is not required)

After filling in the data in the individual tabs and generating the annex Grant Application Form, the applicant will
generate the annex Project Logical Framework. The key data of the project are summarized in an overview within
this annex, which provides information with the relevance of the project to the programme, key activities, their
outputs and indicators.

Procedure for inserting the annex Project Logical Framework

— open the menu Annexes

— click on the button New in the control panel
— select type Logical framework

— keep the default type Template

— click on the Generate button

==\ Generovat

E Seznam piiloh

£l
Typ* | Logicky ramec projektu v] |
Druh * | Sablona ﬂ|
Nazewv * | Logicky ramec projektu |

Dokument podepsany 0O
v listinné podobé

— open the document by clicking Show the content of the document button and check the content of the annex.
When you need to edit the data, go to the appropriate tab of the application, make the adjustments, and then
regenerate the Logical Framework of the project into the annexes of the application.

The signature of the Project Logical Framework is not required.

Identification of the ownership structure of the applicant and the persons acting on his/her behalf
(mandatory annex, attached standardized form in pdf format electronically signed by a statutory representative of
the applicant or an authorised person)
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In accordance with §14 par. 3 let. e) of the Act. 218/2000 Coll. on budgetary rules and on the amendment of some
related acts, as amended, is a mandatory annex to the application Identification of the ownership structure of a
legal entity (for the form see Annex 11 to the Guideline) stating:

— persons acting on behalf of the applicant, indicating whether they are acting as his/her statutory body or acting
on the basis of authorization,

— persons with a shareholding in that legal person,

— persons where the applicant holds a holding and the amount of that holding.

When completing the section 1 (Persons acting on behalf of the applicant, indicating whether they are acting as
his/her statutory body or acting on the basis of a power of attorney), the applicant shall provide a person/persons
acting on behalf of the applicant. If the applicant is represented by a statutory body, the applicant shall provide a
list of its members (if necessary to insert another person / persons, copy the table and provide the relevant data for
each person). If the legal entity has a collective statutory body and the founding legal action stipulates that several
members of the statutory body must act together, describe this fact in the field Statutory body of the applicant®.
Evidence of the statutory body's authority to act on behalf of the applicant (e.g. minutes of the member meeting on
the election of the statutory body) can be named in the annexes (sections of the annex below the signature table
in the form Identification of the ownership structure of the applicant and persons acting on its behalf) and then insert
the relevant document as a separate annex to the application in the List of Annexes (type Evidence of the statutory
body's authority to act on behalf of the applicant; the qualified electronic signature of this annex is not required), if
the document is not included in the collection of documents of the register in which the applicant is registered.

If the applicant is represented by the person acting on behalf of the power of attorney, the list of persons in section
1 must containg both the person acting on behalf of the applicant based on the power of attorney and person(s)
acting as statutory body of the applicant.

The form Identification of the ownership structure of the applicant generated in the IS CEDR with the completed data
must be signed by the representative acting on behalf of the applicant by using a qualified electronic
sighature.Procedure for inserting the annex Identification of the ownership structure:

— open Annexes menu

— click on the button New in the control panel

— select the type Identification of the ownership structure
— keep the default type Template

— click on the Generate button

T Seznam pfiloh "—I| Generovat
Typ ™ | Identifikace viastnické struktury Zadatele S |
Druh * | Sablona ﬂ|
Nazev * | Identifikace viastnické struktury Zadatele |

Dokument podepsany O
v listinné podobé

— click the Show annex content button
— open the generated file, check the pre-filled data, or edit these, fill in the missing data and save the completed
file to your computer

9 If the applicant is the municipality, Capital city of Prague or municipal districts of Capital city of Prague the applicant shall state a natural person
acting as a (city) major.
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T Seznam pfiloh "—I| Ulozit Odeslat do spisove sluZby ﬁ Podepsat - _' Zobrazit obsah pfilohy

Typ* ‘ Identifikace vlastnické struktury Zadatele
Druh * ‘ Sablona

Format * [poc

Nazev * ‘ |dentifikace vlastnické struktury Zadatele

Dokument podepsany =
v listinné podobé

SEZNAM ELEKTRONICKYCH PODPISD
Autor, Vydavatel Platnost od Platnost do Datum isu

Chcete soubor Identifikace_vlastnické_struktury_Zadatele.doc (259 kB) z umisténi cedr-fm.mfcr.cz oteviit nebo ulozit? Otevit UloZit b Storno

— click on the New button in the Annexes menu

— select the type Identification of the ownership structure and as the type select the File
— click the Browse button and select the file from your computer

— tick the field Convert to Pdf

— click on the Save button and then the Sign button.

' I| Ulozit

_l Seznam piiloh

Typ~™ | Identifikace viastnicke struktury Zadatele ﬂ |
Druh * | Soubor v |
Nazev * | Identifikace viastnické struktury Zadatele |
Soubor C:\Users\14861\Desktop\ Prochazet... | Maximalni velikost vkladané prilohy je 300 MB.
Prevést do Pdf

_L Seznam pfiloh !I_ﬂ UloZit Odeslat do spisové slufby # Pndep..;.;t. ...... '..“::.;_nhrazn: obsah piilohy
Typ * | Identifikace viastnické struktury Zadatele |
Druh * | Soubor |
Format * | PoF |
MNazev * | Identifikace viastnické struktury Zadatels |

Dokument podepsany 0
v listinné podob&

Declaration of the Applicant (mandatory annex, attached standardized form in pdf format electronically signed by
a statutory representative of the applicant or an authorised person)

The applicant must meet all the conditions set out in the Declaration of the Applicant (the form please see in Annex
12 to this Guideline). The annex Declaration of the Applicant attached to the CEDR IS must be signed by the
representative of the statutory body of the applicant or an authorized person with a qualified electronic
signature.

Procedure for inserting the annex Declaration of the Applicant

— open Annexes menu
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— click on button New in the control panel
— select the type Declaration

— keep the default type Template

— click on the Generate button

= Seznam piiloh ==l Generavat

JI_JJ

Typ* | SR e ﬂ|
Druh * | Sablona ﬂ|
Nazev * | Cestné prohlaseni |

Dokument podepsany 0
v listinné podobé

— click on Show annex content button and familiarize yourself with the content of the document
— sign the document via the button Sign.

;{ Seznam piflah t|l=" Ulozit ;# Podepsat |~ Zobrazit obsah piilohy
Typ* | Cestné prohlageni |
Druh * | Sablona |
Format * [ PoF |
VloZeno * 16.02.2021 14:36
Nazev * | Cestné prohlageni |

Partnership Commitment Statement (mandatory annex, attached standardized form in pdf format electronically
or hand-signed by both sides)

The partnership with at least one municipality-type subject from the Donor States is mandatory. Municipality-type
subject means municipality, town, city, association of municipalities, unions of municipalities, and other interest
associations of municipalities established as a legal person in Iceland, Liechtenstein, or/and Norway. The
partnership with a partner from the donor state, another Beneficiary state or international organization will be
confirmed by the annex Partnership Commitment Statement with a foreign entity in English (see annex 6b to the
Guideline).

In case of partnership with a partner from the Czech Republic the applicant will provide annex Partnership
Commitment Statement with a Czech entity in Czech language (see annex 6a to the Guideline). The declaration
of partnership must be documented separately for each partner.

The Partnership Commitment Statement must be signed by both partner sides (authorised person of the applicant,
the contact person of the partnership organisation is sufficient) electronically or hand-signed.

Procedure for inserting the annex Partnership Commitment Statement

— fill in the data about the partner organisation in the Partner detail form on the Partners tab (see chapter 2.3.1)

— click on OK button and generate the template

— open the left menu Annexes and in the list of annexes click on the name of the generated Partnership
Commitment Statement form

@ Nowy ij Stahnout vybrangé fﬁJ Stahnout vie  #%,| Aktualizace dokumentu

Nazev dokumentu - zobrazeni
detailu dokumentu

B Prohlaseni o partnerstvi s Eesky...  ProhlaZeni o partnerstvi s fesky doc Sablona 13.02.2020 07:05 Strnadova Alena 0@ O

— in the tab Annex Detail, click on the Show annex content button

— open the file, check the pre-filled data, or edit these, fill in the missing data and save the completed file to your
computer
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ensure the signature of the document by both partner parties (the document can be electronically or hand-
signed, i.e. the document can be printed, signed in paper form and then insert the file with the scan of the
document into the annexes of the application)

in the menu Annexes, click on the New button

select the type Partnership Commitment Statement and select File as the type

click on the Browse button and select a file from your computer

tick the field of Convert to Pdf (if it is not inserted already in this format) and Document signed in paper form (if
you insert a scan of a manually signed document)

click on the Save button.

The Public Consultation Plan (mandatory annex, attached standardized form in pdf format, a signature of the
document is not required)

The Public Consultation Plan (for template see annex 13 to the Guideline) is a mandatory annex to the grant
application. The Public Consultation Plan represents a plan of the public participation and shall include at least the
following elements:

definition of the specific content of the public’s participation,

The applicant shall describe what specific issue will the project address. What is the subject of the public’s
participation? What topics will be dealt with?

A brief example: Our municipality tries to solve the socially excluded locality revitalization — housing estate
Projektov - over a long period. Previous revitalization proposals have met with opposition from the local
population. The revitalization of the housing estate as the main topic of the citizens’ participation means
improving the quality of life of the local population. This will be achieved by public space revitalization, the
establishment of effective management of the public space, and the creation of opportunities to revive the
commercial and community potential of the locality. A revitalization of residential buildings, i.e. reconstruction
works, and weatherization is not addressed.

aim of the participation,

The applicant shall describe what is the aim of the participation activities in the context of the selected topic.

A brief example: The aim of the participation activity is the solution for the housing estate Projektov revitalization.
The housing estate is defined as a socially excluded locality. We expect that the citizens’ participation will bring
a high-quality solution to the revitalization, that will be broadly accepted by the population of our town and the
population of Projektov housing estate. The increase in the quality of life of the Projektov population is a clear
benefit. The revitalization of the housing estate will improve the visual condition of our municipality and increase
the contentment of the population of neighbouring localities.

definition of actors,

The applicant shall describe what groups will be part of the participation activities. How will be possible actors
defined and mapped? How will be participants selected?

A brief example: Primarily, we want to conduct public consultations with the housing estate population. Actor
group no. 1 is the population of the socially excluded locality Projektov. This population will be primarily affected
by the revitalization. Furthermore, we aim to create a broadly accepted revitalization proposal. This is why we
involve the residents from other parts of the town. Actor group no. 2 is the general public. There is an elementary
school in the Projektov housing estate. We will involve pupils from 5th — 9th grades who represent actor group
no. 3. The elementary school pupils come mainly from families living in the locality. Given that the housing estate
revitalization is an important project with an impact on future generations we want to involve pupils in
consultations. We assume that this group will occupy the locality in the future as well.

choice and description of the appropriate method(s) of the participation,

The applicant shall describe what methods will employed within the project. Will be used external consultants
capacities or the project will be realized using applicant’s capacities?

A brief example: We will organize 2 round table sessions for the population of housing estate Projektov. Locals
will be invited. The aim of the round table sessions will be a thorough debate on planned revitalization and
alternative solution proposals. We will arrange an internet discussion for the town’s residents (general public)
with follow-up voting on individual proposals. A competition for the best revitalization ideas will be organised for
5th — 9th-grade pupils of elementary school Projektov. All pupils’ ideas will be examined in detail.

indicative schedule (by quarters),

The applicant shall describe the indicative schedule (by quarters).

A brief example:

1Q 2022 — initial phase, addressing actors of participation activities

2Q 2022 — launch of the elementary school competition, 15t session of the round table, launch of the internet
discussion
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3Q 2022 - evaluation of the first phase (competition, round table, internet discussion), 2" session of the round
table, internet vote
4Q 2022 — evaluation of the participation process

— communication strategy summary
The applicant shall describe how will he/she communicate with actors. The communication strategy shall include
at least the method of addressing target groups, expected impact of used communication tools, and as the case
may be other relevant information.
A brief example: The total number of target groups is three — population of socially excluded locality (no. 1),
general public (no. 2) and elementary school pupils (no. 3). The population of the housing estate Projektov will
be addressed directly in a local community centre, round table sessions invitations will be distributed in advance
in mailboxes. The general public will be informed about the possibility to participate via monthly magazine of the
town hall, web pages, and Facebook profile of the town. The elementary school pupils will be addressed directly
at school and the contest and its aim will be presented personally. We will distribute information leaflets at
school. We expect that chosen communication tools will address 90% of the target group no. 1, 100% of target
group no. 3 and 70% of target group no. 2.

Procedure for inserting the annex Public Consultation Plan
— open Annexes menu
— click on the button New in the control panel
— select the type Other
— select the type File
— click the Browse button and select the file from your computer
— fill the Public Consultation Plan into the Title box
— tick the field Convert to Pdf (if the file is not in pdf format)
— click on the Save button.

2
Typ* ‘ Ostatni v ‘
Druh * ‘ Soubor v‘
Mazev * ‘ Plan vefejnych kanzultaci ‘
Soubor Prochazet... = Soubor nevybran. Maximalni velikost vkladané prilohy je 1024 MB.

Pfevést do Pdf d

Dokument podepsany 0
v listinné podobé

List of other mandatory annexes of the application (only if relevant)

7

Document on the legal entity of the applicant (the format is not defined, the signature is not required)
These documents are:

- the documents certifying the establishment, foundation or creation of the applicant, or his/her registration, if the
person of the applicant is subject to registration according to the law and other documents that are necessary by
law for the establishment of the applicant's person (e.g. memorandum of association, charter, articles of association,
etc.).

- the documents authorizing the statutory body to act on behalf of the applicant. The submission of a simple copy
of the document is sufficient, an officially certified copy is not required.

The document on the legal entity of the applicant is submitted by the applicant (if it is not a municipality, Capital city
of Prague, or municipal districts of Capital city of Prague that do not submit this annex) only if the applicant is not
registered in the public register (register of unions of municipalities administered by the Regional Authority
competent in accordance with the seat of the relevant union of municipalities) and if the document is not included
in the collection of documents of the register in which the applicant is registered. A document authorizing a statutory
body to act on behalf of an applicant shall be submitted by the applicant only if it is not entered in one of the above-
mentioned registers or if it is registered, but the statutory body and the manner of its conduct are not listed in the
register.
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Procedure for inserting the annex Document on the legal entity of the applicant

— open Annexes menu

— click on the button New in the control panel

— select the type Document on the legal entity of the applicant
— keep the default type File

— click the Browse button and select the file from your computer
— tick the field Convert to Pdf (if the file is not in pdf format)

— click on the Save button.

Municipality council/Municipality board application approval (the format is not defined, the signature is not
required)

Municipalities, the Capital city of Prague and municipal districts of the Capital city of Prague will mandatorily attach
Municipality council/Municipality board application approval in accordance with rules of procedure of the
representative body. It has to be clear that the representative body (municipal council/board) agrees with
submitting the grant application and decides that actions related to the grant application are made by
mayor/city mayor or other authorised person.

Procedure for inserting the annex Municipality council/Municipality board application approval

— open Annexes menu

— click on the button New in the control panel

— select the type Other

— keep the default type File

— click the Browse button and select the file from your computer

— fill the Municipality council/Municipality board application approval into the Title box
— tick the field Convert to Pdf (if the file is not in pdf format)

— click on the field the Document signed in the paper form

— click on the Save button.

Power of attorney to act on behalf of the applicant to submit the application (in case an authorized person
acts on behalf of the applicant)

If the applicant/partner is represented by a person on the basis of the authorization, the application must be
accompanied by a power of attorney (submission of a simple copy of the power of attorney is sufficient). The power
of attorney must contain all the requisites of the power of attorney:

— the authorizer granting the power of attorney is clearly identified,;

— the authorized person by the attorney is clearly identified;

— the indication of the legal act or acts to which the authorizer authorizes the authorized person;
— the period for which the authorization is valid;

— date and place of signature of the power of attorney;

— signature of the authorizer

Procedure for inserting the annex Power of attorney

— open the Annexes menu

— click on the New button in the control panel

— select the type Power of attorney

— keep the default type File

— click the Browse button and select the file from your computer

— tick the Convert to Pdf field (if it is not inserted already in this format)

— click on the field the Document signed in the paper form (if the document is not signed electronically)
— click on the Save button.

If the authorization to sign the application is subject to a decision of the Steering Committee, the Supervisory Board
/ Board or a similar body, the applicant shall attach this decision, signed by the members of the Committee or the
Board, to the application.

Optional annexes to the application

If necessary, the applicant may attach to the application other optional annexes which are, in his/her view,
necessary for the submission of the application. The applicant inserts such documents as the Other types, or selects
the appropriate type from the list of pre-set types of annexes. The name of the inserted annex must always be
stated so that it is clear from the title what the content of the given document is.
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Note

The applicant may insert the draft Partnership Agreement or a signed Partnership Agreement(s) in the List of
annexes (if the Partnership Agreement has been concluded at the time of submission of the application). See the
templates in Annexes 7a and 7b to the Guideline.

Procedure for inserting the annex Partnership Agreement

— open the Annexes menu

— click on the New button in the control panel

— select the type of Partnership Agreement

— leave the default type File

— click on the Browse button and select a file from your computer

— tick the Convert to Pdf field (if the inserted file is not in this format)

— tick the field Document signed in paper form (if the document is not electronically signed)
— click on the Save button.

2.14 Signature

The application and selected annexes shall be signed by the qualified electronic signature of the representative of
the statutory body of the applicant (in case of a collective statutory body by an authorized member/members of the
statutory body of the applicant) or person authorized to act on behalf of the applicant based on the power of attorney. If
the applicant is a municipality, the Capital city of Prague, and municipal district of the Capital city of Prague the
application and selected annexes shall be signed by the qualified electronic signature of the mayor/city mayor or
person authorized to act on behalf of the applicant in accordance with internal procedures of the applicant.

The representative of the statutory body of the applicant or the authorized person acting on behalf of the applicant must
sign following mandatory annexes with the qualified electronic signature:

— Grant Application Form,
— Declaration of the Applicant,
— ldentification of the ownership structure of the applicant and the persons acting on his/her behalf.

For other annexes of the application, a signhature with a qualified electronic signature is not required.

3. Process after Submission of the Application

After the closing date for receipt of applications in the IS CEDR, the process of application appraisal and project selection
will be launched. Individual phases of the evaluation process are described in the Call.

The applicant will be informed of any correctable shortcomings identified (e.g. completeness and legibility of annexes to
the application) and invited through the IS CEDR to make corrections of the annexes to the application in the initial
phase of the evaluation (formal and eligibility checks). The application itself cannot be edited by the applicant after its
submission. In case the deadline for corrections is not met the application could be removed from further evaluation.
Grant applications that do not meet administrative and eligibility criteria will be excluded from the further appraisal.

An application that meets formal and eligibility criteria is moved to the next phase of the evaluation process, i.e. quality
evaluation. The applicant will be informed about this progress (change of the state of the application) via IS CEDR. The
quality evaluation consists of two rounds — quality evaluation by external experts followed by the assessment in the
Selection Committee.

In line with the Regulation the quality evaluation is followed by the verification of the evaluation process. Applicants,
whose applications were recommended by the Selection Committee to receive a grant, will be informed about the next
steps including requirements for the submission of additional documents (e.g. list of planned tenders, confirmed
identification of bank account, partnership agreement, etc.) via IS CEDR and in a letter issued by the PO (in the databox
or by other means if the applicant does not have a databox). The PO prepares and submits conditions for grant
acceptation via IS CEDR to the applicant. The conditions for each project involve general conditions for implementation
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of projects under the EEA Grants 2014-2021, general conditions of the Good Governance Programme and
recommendations and results of the Selection Committee related to the respective application. During the verification,
the PO may ask for justified adjustments in the application. The applicant accepts the conditions for approving the grant
in the IS CEDR. The PO subsequently decides on the approval of the application.

A Grant approval letter will be issued for the successful applicants based on the acceptance of the conditions. The Grant
approval letter will specify next steps including request for submission of remaining required documents (e.g. partnership
agreement, if relevant). After submission of required documents, an implementation contract (legal act on grant award)
will be issued. The list of approved projects will be published at www.fondyehp.cz. Information about the progress of the
evaluation and evaluation of individual applications will not be published.

Unsuccessful applicants will be sent the legal decision on not awarding the grant. It is not possible to lodge an appeal
against the decision on not awarding the grant.

4. Annexes to the Guideline

Annex 1 - Grant Application Form Template (the form is possible to use only for preparation of the texts, which must
then be inserted in the appropriate fields of the online application form in the IS CEDR)

Annex 2 — Detailed Project Budget Template (the form is possible to use only for preparation of the documentation for
the detailed budget outside the IS CEDR; detailed budget items must then be inserted in the online application form in
the IS CEDR) — in Czech only

Annex 3 — Checklist for verifying complience with the formal and eligibility criteria — in Czech only
Annex 4 — Organization types — in Czech only
Annex 5 — Bilateral Indicators

Annex 6a — Partnership Commitment Statement with Czech entity — in Czech

Annex 6b — Partnership Commitment Statement with foreign partner in English

Annex 7a — Template Partnership Agreement — in Czech

Annex 7b — Template Partnership Agreement - in English

Annex 8 — Target Groups — in Czech only

Annex 9 — Programme outputs and outcome of the Good Governance Programme including indicators
Annex 10 — Legal forms — in Czech only

Annex 11 — Identification of the ownership structure of the applicant and the persons acting on his/her behalf —
in Czech only

Annex 12 — Declaration of the Applicant —in Czech only

Annex 13 — Public Consultation Plan —in Czech only

The above listed underlined annexes to the Guideline for Applicants represent the annexes of the grant application (for
more information, see Chapter 2.13 Annexes to the application).
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