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Recap of application parts

PART A – ADMINISTRATIVE FORM
(to be fulfilled in the FTOP submission system)

1. General information

Acronym, language, title, duration, keywords, abstract

2. Participants

List of participating organisations, organisations data

(PIC, legal name, short name, address, specific legal

statuses, contact persons)



Recap of application parts

PART A – ADMINISTRATIVE FORM 
(to be fulfilled in the FTOP submission system)

3. Budget

Insert the requested Grant amount per beneficiary

Copy/paste the same amounts obtained in the 

Budget table, “BE-WP Overview” sheet



Recap of application parts

PART C – KEY PERFORMANCE INDICATORS 
(to be fulfilled in the FTOP submission system)

- Objectives (menu list)

- Regional priorities areas (menu list)

- Regions involved in the project (national/multi-
country)

- Project implementation (n° of HEIs located in
remote areas, newcomers, etc.)



Recap of application parts

PART C – KEY PERFORMANCE INDICATORS 
(to be fulfilled in the FTOP submission system)

- People with fewer opportunities

- Target groups (n° of students, academic staff,
administrative staff, from Ministries, people not
enrolled in HEIs)

- Courses/Study programmes/Placements/Structures

- Impact at the HE sector (yes/no)

- Other sources of funding (yes/no)



Recap of application parts

PART B – TECHNICAL DESCRIPTION
(to be uploaded on FTOP as PDF + annexes)

- Project summary

- Relevance (background & general objectives; needs
analysis and specific objectives; complementarity with
other actions & innovation)

- Quality (concept & methodology; project
management; quality assurance; monitoring &
evaluation strategies)



Recap of application parts

PART B – TECHNICAL DESCRIPTION
(to be uploaded on FTOP as PDF + annexes)

- Quality (Logical Framework Matrix; project teams,
staff & experts; risk management)

- Partnership & cooperation arrangements (consortium
set-up; consortium management and decision-making)

- Impact (impact & ambition; communication,
dissemination & visibility; sustainability &
continuation)



Recap of application parts

PART B – TECHNICAL DESCRIPTION
(to be uploaded on FTOP as PDF + annexes)

The Budget table is an annex to the Part B - Technical 

Description and, once fulfilled, must be uploaded here.
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Budget table overview

Where to find the Budget table?

Apply
filters

Click 
on the 

call



Budget table overview

Technical description
+  

Budget table



Budget table overview

The format of the file is .xlsm because it uses macro to
automatically generate some data.
It is constituted by several sheets:

Start by reading
the instructions
first! 



Budget table overview

Read carefully all the 19 points included in the
«Instructions» sheet!

You have to fill
in these sheets

One sheet per 
partner Optional

These sheets will be produced automatically. They are there for your
information and will be used during the evaluation of your application. 



Budget table sheets



Budget table sheets

«Instructions»

1. Call, acronym, maximum Grant amount, maximum co-
financing rate



Budget table sheets

«Instructions»

2. Employees types

You can put your own specific employees types (e.g.
project manager, senior expert, researcher, assistant).

These types will apply for all the partners and for all
the Work Packages.



Budget table sheets

«Beneficiaries List»

You are asked to enter all participants in the project.

Insert number, name, 
acronym and country for 

each partner.

Double-click on the button(s) for activating
the corresponding action once the data are 

duly filled in or after any change. 
This will customize the budget table. 



Budget table sheets

«Beneficiaries List»

When you double-click on «Apply changes»,

a box «Tasks in progress» will appear.

Wait the update finalisation and when
the windows «Job done!» appears,

click on «Ok» and regularly
save your work.



Budget table sheets

«Work Packages List»

You are asked to enter all the WPs. Make sure to copy/paste
the same titles as in application form - Part B.

Insert WP number
and WP title.

Double-click once the data are duly
filled in or after any change. This will

customize the budget table. 



Budget table sheets

«BE 001/2/3...»
You are asked to specify the actual costs for each partner

and for each WP. You must complete a «BE XXX» sheet per   
each partner. 

Fill in the columns «Units» and 
«Cost per unit». The other columns
will be automatically calculated.

Scroll down the sheet to complete 
the list of all Work Packages.

The amount of the Indirect costs
will be automatically calculated.

If a partner does not contribute to a 
WP or a cost category, leave if blank.



Budget table sheets

«Estimated costs of the project»

This table is generated automatically, based on the
individual beneficiaries’ tables.

Here you find
the total

costs of the 
project



Budget table sheets

«Proposal budget»

This table is generated automatically and presents a
summary of the costs per budgetary category as well as the
consolidated project budget.

This information is inserted from the «Instructions» sheet. It calculates automatically the
EU Grant for the project. Wrong figures will lead to a wrongly calculated EU Grant!



Budget table sheets

«BE-WP Overview»

This table is generated automatically and presents a
summary of the lump sums (EU Grant) per Work Package and
beneficiary.

Make sure to copy/paste the 
maximum Grant amounts
in the application form

PART A - Budget.  



Budget table sheets

«BE-WP Person Months»

This table is generated automatically and presents a
summary of the person/months per Work Package and
beneficiary.



Budget table sheets

«Depreciation costs»

This sheet must be filled in only if you charge Equipment
costs to the «BE XXX» sheets.

…The «Charged depreciation costs per 
investment» will be automatically calculated. 
You will need to add manually the amount
in the dedicated section «C.2 Equipment» in 

the «BE XXX» sheets. 

Once you insert
these data... 



Budget table sheets

«Any comments»

This sheet must be filled in only if you have any comments.

If you use the category «Other» in sections «A.1 Employees
person months» or «C.3 Other goods, works and services»,
in any «BE XXX» sheet, you must specify here the
breakdown of costs.



Budget table sheets

«Instructions»

Once you have properly filled in all the required information in the
Budget table sheets, return to the «Instructions» sheet in order to save
a copy of the file in the allowed .xlsx format.

To save the budget table as .xlsx file:
- Double-click on the button «Create a XLSX document» in cell E37 of the

«Instructions» sheet; or
- In Excel, click on «File» and then «Save as»; in the «Save as» dialog box,

choose «.xlsx» from the «Save as type» dropdown list.



Budget table submission

Once you are ready to submit the Budget table, 
upload the file in the FTOP submission system. 



Enrico Dongiovanni
Project manager for international relations 

AlmaLaurea Interuniversity Consortium

Email: enrico.dongiovanni@almalaurea.it
Phone: +390516088967 
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