
Annex [number]
Instructions for the Call Secretariat

I. General
Introduction

This document gives an overview of the practical aspects of the [Name of initiative]  calls. It describes the procedures to be followed from the launch of the call until the evaluation phase, as agreed by the Call funding partners, and serves as a guideline for the Call Secretariat. Instructions for the [name scientific evaluation committee] are described in a separate document (MoU Annex [number]).

Definitions

[Name of management committee]
The [Name of management committee]  is responsible for the practical implementation of the call. It is composed of one mandated representative from each [Name of ERA-NET] funding partner participating in the call. It will be chaired by the Call Secretariat, i.e. [name partner organisation].
Call Secretariat
The Call Secretariat assists the [Name of management committee], and runs the call.  The secretariat will deal with the application forms, and the [name scientific evaluation committee].

[name scientific evaluation 

committee]
The [name scientific evaluation committee] will be composed of international experts who advise the [Name of management committee] on the ranking of proposals. The [Name of management committee] will act as the referees and provide the written peer reviews of the proposals.

II. Management Of The Call
[Name of management committee]
The [Name of management committee] composed of [number] mandated representative from each [Name of initiative]  funding partner participating in the call. Members are coordinating personnel of the participating [Name of initiative]  funding agencies. The [Name of management committee]  will be responsible for the practical implementation of the call, and will be assisted in this task by the Call Secretariat. The role of the [Name of management committee]  will be to manage the proposal evaluation process, to decide on the funding of projects, and to monitor and evaluate the running projects.

[Name of initiative] partners who are not contributing funding to this call will be able to attend [Name of management committee] meetings as observers.
Call secretariat
The [name of the partner organisation] will act as the Call Secretariat and will coordinate the call process. Procedures to be followed by the Call Secretariat are described in this document.
National Contact Persons

Each participating funding partner indicates a national contact person, whom the applicants can contact to enable an effective implementation of the call (taking national rules and procedures sufficiently into account).

III. The [name scientific evaluation committee]
The [name scientific evaluation committee] is established as soon as the proposals have been received. The [name scientific evaluation committee] reports to the [Name of management committee] and is supported by the Call Secretariat.
Members of the [name scientific evaluation committee]
The [name scientific evaluation committee] consists of scientific experts. Each participating [Name of initiative] funding partner may suggest two to three members. Non-funding [Name of initiative] partners who have researchers involved in proposals may also suggest members. It would be desirable for each proposal to be evaluated by members of the committee who are from a country outside of the proposal applicants. 
The Name of management committee] decides on the final composition of the [name scientific evaluation committee] and selects the chair. Selection takes into account the appropriate qualification of the [name scientific evaluation committee] members and scientific coverage and disciplinary competence. National and gender balance is preferred, but there are no fixed quota. Individual expertise is the most important criterion.

Members take part in the [name scientific evaluation committee] as independent experts and are not representing any organisation, nor can they send any replacements.
Mandate of the [name scientific evaluation committee]
· Provides the peer review for the scientific assessment of the proposals.
· Ranks and recommends proposals on the basis of the criteria published in the call and the scientific assessments. 
· Provides a written summary to explain its decisions to the [Name of management committee] and the applicants.
· Composition of the [name scientific evaluation committee] is to be made public after the decision of funded projects is made.
IV. Good Practice and Conflict of Interest

A code has been drafted to ensure good practice and avoid conflict of interest (MoU, Annex 9). These guidelines apply to the Name of management committee], and the [name scientific evaluation committee]. Committee members should declare any potential conflict of interest.
V. Quality Assessment
After the closing date, applications are checked for eligibility by the call secretariat. Proposals not meeting the requirements will be rejected. Members of the [Name of management committee] will nominate Evaluation Committee members based on the content of the proposals and individual expertise.
Once membership is agreed, proposals are sent to [name scientific evaluation committee]members for peer review on the scientific criteria as specified on the review form (MoU, Annex [number]) and taking into account the rules for Conflict of Interest (MoU, Annex [number]).

The specific members of the [name scientific evaluation committee] selected for each proposal (Introducers) are chosen from a similar field of expertise, but not too close to avoid potential conflicts of interest. The Introducers are asked to provide written assessment/comments before the meeting. Comments will be available at the [name scientific evaluation committee] meeting to provide a structure for the discussion. After the meeting, the Introducers provide a written summary of the discussion in order to document the decision to select a proposal or not.

VI. [Name scientific evaluation committee] – Ranking of the proposals
The [name scientific evaluation committee] ranks and recommends proposals on the basis of the written scientific assessments. 

a) Preparation of the [name scientific evaluation committee] Meeting
Introducers of the proposals provide a pre-assessment of the proposals in writing.
b) [name scientific evaluation committee] meeting
· Assessment criteria are described in Annex [number] of the MoU.
· Before starting the discussion of proposals, possible cases of conflict of interest are identified (as described in Annex [number] of the MoU and in the guidelines for the [name scientific evaluation committee], MoU Annex [number]). In the case that a committee member has a possible conflict of interest with any of the proposals, he/she leaves the meeting during discussion of the proposal and his/her scores are not taken into account.

· Proposals are discussed in numerical order. The Introducers start with a short introduction and comments after which, the proposal is scored. The method for scoring proposals is explained in the guidelines for the Evaluation Committee.

· Ranking of all proposals that meet the scientific norm
· A written explanation is provided for proposals not recommended for funding.

c) Communicating the advice to the [Name of management committee]
A ranked list, written summary and projects recommended for funding are sent to the [Name of management committee] who may only change the ranked list for national budgetary reasons.
VII. [Name of management committee]  meeting – Funding Meeting

The [Name of management committee] decides on the projects to be funded. After the [name scientific evaluation committee] meeting, the advice is sent to the [Name of management committee]. [Number weeks] - [number weeks] weeks after the [name scientific evaluation committee] meeting, the [Name of management committee] meets to make a funding decision.

The advice of the [name scientific evaluation committee] takes into account all selection criteria (MoU Annex [number]). The mission of the [Name of management committee] is to fund the top ranked proposals. Funding possibilities will be dependent on available budgets of individual partners.
VIII. Re-evaluation

In case a funding partner cannot confirm the funding of its research teams four months after the funding recommendation, a procedure for re-evaluation will be launched. The proposal(s) will be reviewed without the considered research team(s) and re-assessed. The [Name of management committee] may ask first for advises to the [name scientific evaluation committee] members that have reviewed the considered proposal, and to re-assess it.

IX. Evaluation Costs

The [name scientific evaluation committee] should meet once for discussion and final ranking of proposals.  Members will receive a fee for their evaluation that is fixed at a rate of [amount in euros], plus their travel and accommodation costs for attending the [name scientific evaluation committee]. These costs will be covered by [Name of initiative] call funding partners. 
X. Monitoring and evaluation of funded projects

The [Name of management committee] will be retained for the duration of the funded projects, until the last project has had its final report assessed.
A workshop will be held approximately half way through the duration of the funded projects to provide an overview of project progress and collaboration. The costs for the funded projects researchers to participate will be included in the project proposals. The call secretariat can be responsible for the meeting, but each Funding Partner should cover its own costs.
Funded projects are required to report on a yearly basis to their national funding agency under the administrative rules of the relevant funding organisation, with the exception that an English summary will also be required. These reports should be written in the context of the project as part of a collaborative initiative and reference should be made to the progress of the other partners. It is the responsibility of the relevant [Name of management committee] member to ensure that the English summaries submitted to their funding agency are circulated to all other [Name of management committee] members. 
The lead Principal Investigator will be responsible to submit a final report, in English, within three months of the end of the project. This report should cover the work undertaken by all of the proposal partners. The final reports should be submitted to the original [name scientific evaluation committee] for final assessment. The [Name of management committee] is responsible for submitting the reports to the [name scientific evaluation committee]. The evaluation can be done by correspondence. 
XI. Time schedule (to be adapated 1 or 2 stage)
Option 1: 2 stage procedure

· X  : Launch of a call for proposals 

· X + [number] weeks:

· Deadline for the submission of pre-proposals

· Pre-selection of the members of the review panel 
· X + [number] weeks:

· Deadline for the eligibility check of applicants and pre-proposals 

· Final selection of the evaluation panel members; dissemination of all eligible pre-proposals to all members of the review panel 

· X + [number] weeks: Start of scientific review of pre-proposals
· X + [number]  weeks:

· Invitation to applicants to formulate full proposals 

· X + [number] weeks:

· Deadline for the submission of full proposals 

· Dissemination of all proposals to selected panel members 

· X + [number] weeks: Review and ranking of all proposals in a name scientific evaluation committee] meeting 

· X + [number] weeks: [Name of initiative] [Name of management committee] Meeting, final decision on all proposals
· X + [number] weeks: estimated starting date for funded projects
Option 2: 1 stage procedure

X: launch of call for procedure

X + [number]  weeks: 

· Deadline for the submission of full proposal

· Pre-selection of the members of the review panel 
X + [number]  weeks:

· Deadline for the eligibility check of applicants and proposals

· Final selection of the evaluation panel members; dissemination of all eligible pre-proposals to all members of the review panel 

X + [number] weeks: Review and ranking of all proposals in a [name scientific evaluation committee] meeting
X + [number] weeks: [Name of initiative] [Name of management committee] Meeting, final decision on all proposals

X + [number] weeks: estimated starting date for funded projects
PAGE  
Page 5 of 4

MoU Annex [number]

