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	Project Code 
	TR2016/DG/03/A2-03
	
	EUD

Cycle
	

	Project Title 
	Grant Scheme for Common Cultural Heritage: Preservation and Dialogue between Turkey and EU - II (CCH- II)
	QACD Cycle
	1



Checklist – Control of Grant Application Package 
HOW TO USE THE CHECK-LIST: 










- The boxes ( should be ticked for positive response, crossed for negative response or dashed if not applicable.



- All persons assigned to perform controls must, for each control, tick the boxes in the column corresponding to their respective position.

- Comments / notes may be added for the positive responses and must be added for negative responses, on the last page of the checklist and each comment must be cross-referenced by indicating the related check list item (row) number.
- The checklist must be signed by the performers of controls and reviewers once her/his controls are performed.
	
	
	Grant Section

	#
	Items to be checked
	CM
	TL/Coord.

	

	General

	01
	Name of the Programme is in conformity with the FA/FM/AD/Commission Decision.
	(
	(

	02
	Type of the Call (restricted-by default or open-by derogation) is in conformity with FA/FM/AD/Commission Decision.
	(
	(

	Local Publication

	03
	EU-TR Cooperation logo is placed at the top of the document and the text under it states the correct funding (TR/EU).
	(
	(

	04
	Websites are indicated correctly.
	(
	(

	05
	Information regarding the information days (if applicable) is included. 
	(
	(

	06
	Deadline for submission of the applications is stated correctly.
	(
	(

	Guidelines for Grant Applicants

	07
	Logos placed in the cover page are in-line with the visibility rules:

· EU-TR Cooperation logo is placed at the top and bigger than the others, and the text under it states the correct funding (TR/EU),
· the CFCU (left) and Lead / End Beneficiary Institution (right) logos are placed at the bottom.
	(
	(

	08
	Deadline for submission of the applications is stated correctly.
	(
	(

	09
	Correct paragraph is selected under the “Notice” according to the type of the Call.
	(
	(

	10
	Table of Contents is updated and indicates the correct page numbers and section titles.
	(
	(

	11
	Footer of the Guidelines is same as the PRAG template.
	(
	(

	12
	Relevant information is provided and other components of the program (if any) are stated (Section 1.1).
	(
	(

	13
	Institutional framework of the Programme is well elaborated (Section 1.1).
	(
	(

	14
	Correct FA is referred (Section 1.1).
	(
	(

	15
	Global and specific objectives of the call for proposals are in line with the FA/FM/AD/Commission Decision (Section 1.2).
	(
	(

	16
	Priority areas are stated (if any) (Section 1.2).
	(
	(

	17
	The overall indicative amount of the call for proposals is in line with the FA/FM/AD/Commission Decision (Section 1.3).
	(
	(

	18
	Minimum and maximum grant amounts are in line with the FA/FM/AD/Commission Decision (Section 1.3).
	(
	(

	19
	Minimum (if applicable) and maximum grant percentages are in line with FA/FM/AD/Commission Decision (Section 1.3).
	(
	(

	20
	Maximum grant percentage for “accepted costs” is indicated (if applicable).
	(
	(

	21
	State Aid regulations are respected for private sector grant schemes.
	(
	(

	22
	If a co-applicant is obligatory, “if any” statements in relevant sections are deleted.
	(
	(

	23
	Eligibility criteria for the lead applicant are in line with the FA/FM/AD/Commission Decision (Section 2.1.1).
	(
	(

	24
	Eligibility criteria for the lead applicant are stated clearly (Section 2.1.1).
	(
	(

	25
	Additional criteria (if any) that the lead applicant has to meet apart from the ones emerging from the template (e.g. footnote/Important Note) are relevant and acceptable (Section 2.1.1).
	(
	(

	26
	Possibility for partnerships is in line with the FA/FM/AD/Commission Decision and the needs of the Programme (Section 2.1.1 (2)).
	(
	(

	27
	In case partnerships are compulsory, minimum requirements for type and/or number of co-applicants are specified (Section 2.1.1 (2)).
	(
	(

	28
	Eligibility criteria for co-applicants are in line with the FA/FM/AD/Commission Decision (Section 2.1.1 (2)).
	(
	(

	29
	Possibility for having affiliated entity is in line with the FA/FM/AD/Commission Decision and the needs of the Programme (Section 2.1.2).
	(
	(

	30
	In case of having affiliated entity is compulsory, minimum requirements for type and/or number of affiliated entities are specified (Section 2.1.1 (2)).
	(
	(

	31
	Eligibility criteria for affiliated entities are in line with the FA/FM/AD/Commission Decision (Section 2.1.2).
	(
	(

	32
	Maximum/Minimum (if any) duration of the action is in line with the FA/FM/AD/Commission Decision (Section 2.1.4).
	(
	(

	33
	Implementation period does not go beyond the execution deadline stated in the FA/FM/AD/Commission Decision (Section 2.1.4).
	(
	(

	34
	Sectors and themes are in line with the FA/FM/AD/Commission Decision (Section 2.1.4).
	(
	(

	35
	Location(s) of the action is in line with the FA/FM/AD/Commission Decision and purposes of the Call (Section 2.1.4).
	(
	(

	36
	Differentiation is made between the “types of action” and “types of activity” (Section 2.1.4).
	(
	(

	37
	In case there is a breakdown of grants into different sectors and/or themes and/or locations, it is in line with the FA/FM/AD/Commission Decision (Section 2.1.4).
	(
	(

	38
	Types of actions are consistent with the objectives of the Programme and the FA/FM/AD/Commission Decision (Section 2.1.4).
	(
	(

	39
	“Number of applications and grants per applicant” is stated clearly for the lead applicant, co-applicant(s) (if appl.) and affiliated entity(ies) (if appl.) (Section 2.1.4).
	(
	(

	40
	In case more than one grant per institution will be awarded, the maximum amounts stated in the FA/FM/AD/Commission Decision or State Aid regulations are respected (if appl.) (Section 2.1.4).
	(
	(

	41
	If there are additional grounds to reject an application or not to award a grant (e.g. copy-paste applications, participation to other components of the Programme), they are stated clearly (Section 2.1.4).
	(
	(

	42
	In case there are any changes to the list of “Eligible Direct Costs” and “Ineligible Costs” included in the template, these changes are justified and are in-line with the IPA Regulations according to each component of IPA (Section 2.1.5).
	(
	(

	43
	An important note regarding the employment of civil servants is added (Section 2.1.5).
	(
	(

	44
	It is clearly stated that purchase of new equipment and supplies is eligible (Section 2.1.5).
	(
	(

	45
	It is stated that the expenditure verification shall be carried out by the Contracting Authority (If max. grant amount is below the threshold in GC, delete the phrase) (Section 2.1.5).
	(
	(

	46
	Option for the acceptance of the “Contributions in kind” is selected correctly (Section 2.1.5).
	(
	(

	47
	Language of the application is indicated correctly (Section 2.2.1)
	(
	(

	48
	If the Programme is co-funded by the Republic of Turkey the term “EU contribution” is elaborated as “EU and national contribution” (Sections 2.2.1 and 2.2.5).
	(
	(

	49
	If Restricted Call: “Elements” of the Concept Note is detailed (Sections 2.2.1 and 2.2.5).
	(
	(

	50
	Address for delivery of applications is indicated correctly (Open Call: Section 2.2.2; Restricted Call: Section 2.2.2 and 2.2.6).
	(
	(

	51
	For Restricted Calls:

· Documents to be submitted with the Concept Note is in conformity with the Checklist of the Application Form (Part A - Section 2),
· Documents to be submitted with the Full Application Form in conformity with the Checklist of the Application Form (Part B - Section 7).
For Open Calls:

Documents requested for submission of the Full Application Forms are in conformity with the Checklist of the Application Form (Section 7).
	(
	(

	52
	List of documents needed for the application is provided (Open Call: Section 2.2.2; Restricted Call: 2.2.6).
	(
	(

	53
	Deadline for submission of applications is at least 45 days for restricted call and 90 days for open call (Section 2.2.3).
	(
	(

	54
	An e-mail address is established for the Call and stated (Open Call: Section 2.2.4; Restricted Call: 2.2.4 and 2.2.8).
	(
	(

	55
	Websites are indicated correctly (Open Call: Section 2.2.4; Restricted Call: 2.2.4 and 2.2.8).
	(
	(

	56
	In case there are any changes to the template of the Concept Note evaluation grid, they are relevant and acceptable (Section 2.3(1)).
	(
	(

	57
	“Note” at the bottom of the Concept Note evaluation grid is revised according to the number of priorities and the needs of the Call (Section 2.3(1)).
	(
	(

	58
	If any other thresholds are introduced to the questions, they are stated clearly (Section 2.3(1)).
	(
	(

	59
	Percentage and amount of the budget (in brackets) are written to reduce the number of pre-selected Concept Notes to be evaluated in the following stage (Section 2.3(1)).
	(
	(

	60
	In case there are any changes to the template of the Full Application Form evaluation grid, they are relevant and acceptable (Section 2.3(2)).
	(
	(

	61
	If any thresholds are introduced to the questions/total score for provisional selection, they are well justified and clearly stated (Section 2.3(2)).
	(
	(

	62
	Documents to be requested from the provisionally selected applicants are in conformity with the Assessment Grid of the Full Application Form (Section 2.4).
	(
	(

	63
	In case any additional supporting documents are to be requested, they are relevant and acceptable (Section 2.4).
	(
	(

	64
	Indicative time table is feasible; 11-21 day thresholds are respected (Section 2.5.2).
	(
	(

	65
	If information meeting(s) will be organized but not determined yet, relevant information is provided (Section 2.5.2).
	(
	(

	66
	Websites are indicated correctly (Section 2.5.2).
	(
	(

	67
	List of annexes and their grouping are correct (Section 3).
	(
	(

	68
	Annexes that are not applicable for the Call are indicated as “N/A” in the list of annexes (Section 3).
	(
	(

	Application Form

	69
	For Restricted Call: Application Form is split in two parts for the Concept Note (Part A) and the Full Application Form (Part B).
	(
	(

	70
	For Restricted Call: Separate cover pages are prepared for each part of the Application Form.
	(
	(

	71
	Acronym of the Programme is stated in the “Dossier No” (cover page(s)).
	(
	(

	72
	Logos placed in the cover page(s) are in-line with the visibility rules:

- EU-TR Cooperation logo is placed at the top and bigger than the others, and the text under it states the correct funding (TR/EU),
- the CFCU (left) and Beneficiary Institution (right) logos are placed at the bottom.
	(
	(

	Concept Note

	73
	Footer of the Application Form is same as the PRAG template.
	(
	(

	74
	Template is changed to Arial-10 font with 2 cm margins, single line spacing (as of table of contents).
	(
	(

	75
	“Contact person’s mobile phone” is added to the lead applicant’s contact details table (as “not compulsory”).
	(
	(

	76
	Table of Contents is updated and indicates the correct page numbers and section titles.
	(
	(

	77
	In case there are any changes made to the template of Concept Note, they are feasible and compliant with Guidelines and other documents.
	(
	(

	78
	Table lines are added in the “2. Checklist for the Concept Note”.
	(
	(

	79
	Rows (and footnotes) for “Associate” are added to the “2. Checklist for the Concept Note”.
	(
	(

	80
	“Nationality” is deleted with its footnote if individuals are not eligible to apply to the Call, in the “2. Checklist for the Concept Note” (except for Associate).
	(
	(

	81
	“2. Checklist for the Concept Note” is consistent with the Guidelines.
	(
	(

	82
	Questions in the “2. Checklist for the Concept Note” are elaborated to include limitations for Concept Note format as well as Mandate for Co-applicant(s) and Affiliated Entity(ies)’s Statement.
	(
	(

	83
	“Mandate for Co-applicant(s) (Concept Note)” and “Affiliated Entity(ies)’s Statement (Concept Note)” are added as Sections 4 and 5.
	(
	(

	84
	In case “Associate’s Statement” is required, “2. Checklist for the Concept Note” is elaborated accordingly and the statement is added as Section 6.
	(
	(

	85
	Note for the “4. Assessment Grid for the Concept Note” is elaborated as “For the use of the Contracting Authority only. Please do not submit it with the Concept Note”.
	(
	(

	Full Application Form

	86
	Footer of the Application Form is same as the PRAG template.
	(
	(

	87
	For Restricted Call: “Contact person’s mobile phone” is added to the lead applicant’s contact details table (as “not compulsory”).
	(
	(

	88
	For Restricted Call: Table of Contents is updated and indicates the correct page numbers and section titles.
	(
	(

	89
	In case there are any changes made to the template of Full Application Form, they are feasible and compliant with Guidelines and other documents.
	(
	(

	90
	The Action Plan template is revised in line with the maximum duration (if appl.) (Section 2.1.3).
	(
	(

	91
	If a co-applicant is obligatory, “if applicable” statement is deleted (Section 2.3).
	(
	(

	92
	In “3. The Applicant”, “4. The Co-applicants” and “5. Affiliated Entity(ies) Participating in the Action”; “Nationality” is deleted with its footnote, if individuals are not eligible to apply to the Call.
	(
	(

	93
	In “6. Associates participating in the action”; “Nationality” is added with the footnote “For individuals”. 
	(
	(

	94
	“7. Checklist for the Full Application Form” is consistent with the Guidelines (other additional requirements are added).
	(
	(

	95
	For Restricted Call: Consistency check questions are included in the “7. Checklist for the Full Application Form”.
	(
	(

	96
	In case “Associate’s Statement” is required, “7. Checklist for the Full Application Form” is elaborated accordingly and the statement is added under Section 6.
	(
	(

	97
	Note for the “9. Assessment Grid for the Full Application” is elaborated as “For the use of the Contracting Authority only. Please do not submit it with the Full Application Form”.
	(
	(

	98
	Section “9. Assessment Grid for the Full Application” is consistent with the list of supporting documents required in Section 2.4 of the Guidelines
	(
	(

	Budget

	99
	Budget has 3 worksheets (“Budget for the Action”, “Justification of the Budget for the Action (JoC)” and “Expected Sources of Funding & Summary of Estimated Costs (ESoF)”).
	(
	(

	100
	In case the maximum duration of implementation is less than or equal to 12 months, the columns for Year-1 are deleted.
	(
	(

	101
	In case any new budget lines are added, they are justified.
	(
	(

	102
	In case any budget lines are deleted, they are justified.
	(
	(

	103
	Footnotes under the Budget are in conformity with the budget headings/items.
	(
	(

	104
	Footnote related to the part time staff is revised.
	(
	(

	105
	JoC is revised in line with the changes done in the Budget.
	(
	(

	106
	In the ESoF, rows for the “in-kind contributions” are deleted, if not allowed in the Guidelines.
	(
	(

	107
	In the ESoF, row for the “Taxes” is deleted, if not allowed in the Guidelines.
	(
	(

	108
	In the ESoF, “EU/EDF contribution” is revised as “EU and national contribution” (If the Programme is co-funded by the TR) or as “EU contribution” (If the Programme is not co-funded).
	(
	(

	109
	In the ESoF, “Budget Distribution Table Among the Applicants” is added, if co-applicants/affiliated entities are obligatory.
	(
	(

	Special Conditions

	110
	CFCU address is correct.
	(
	(

	111
	The option(s) chosen for the start date of the contract is in line with the PRAG (article 2.2).
	(
	(

	112
	The option(s) for the payment schedule is correctly chosen considering the maximum grant amount and duration of the contracts (article 4.1).
	(
	(

	113
	Communication details of the CFCU, Beneficiary Institution (if any) and EUD are correct (article 5.1).
	(
	(

	114
	Annexes that are not applicable for the Call are indicated as “N/A” in the list of annexes (article 6.1).
	(
	(

	115
	“Taxes and Customs Arrangements” is included in the list of annexes (article 6.1).
	(
	(

	116
	Provision for cash payment is included (under article 7.1).
	(
	(

	117
	Standard derogations for IPA-I sent by the EUD is added (under article 7.2).
	(
	(

	118
	In case there are any derogations, they are justified, acceptable and included (under Article 7.2).
	(
	(

	Consistency Check

	119
	“Title”, “Reference number” and “Budget Line” of the Programme are same in the Guidelines, Application Forms (Part-A and B; including checklists) and in Annex J.
	(
	(

	120
	“Deadline for submission” is the same in the Local Publication, Guidelines (cover page & Section 2.2.3) and Application Form (Open Call: cover page of part-A & B; Restricted Call: part-A).
	(
	(

	121
	For Restricted Call: Indicative “Deadline for submission of full applications” is the same in the Guidelines (Section 2.5.2) and cover page of Application Form (Part-B).
	(
	(

	122
	Nature of the Call (Restricted or Open) is stated correctly in all documents.
	(
	(

	123
	Websites referred in the Local Publication and the Guidelines (Open Call: Section 2.2.4 and 2.5.2; Restricted Call: 2.2.4, 2.2.8 and 2.5.2) are the same.
	(
	(

	124
	Annex numbers stated in the Guidelines and in Application Form are consistent.
	(
	(

	125
	Name/number of the Annexes in the Guidelines and the file names/headers are consistent.
	(
	(

	Other

	126
	All documents are placed in correct order and in conformity with the Guidelines.
	(
	(

	127
	Annex numbers are included as a header in all annexes.
	(
	(

	128
	Standard annexes (II, IV, V, VI, VII, IX) and Taxes and Customs Arrangements are included without modification.
	(
	(

	129
	Grant Application Package is initialed by the CM.
	(
	(

	130
	Separate Explanatory Notes are prepared for: 

· Call specific revisions made in the templates not requiring a prior approval/derogation/exception request;

· Revisions made in the templates to be approved at the EUD level;

· Revisions made in the templates to be approved at the DG level.
	(
	(

	131
	Separate TNs and Cover Letters are prepared for:

· Grant Application Package;

· Prior approvals/exceptions to be approved at the EUD level;

· Derogations/exceptions to be approved at the DG level.
	(
	(

	132
	Grant Application Package is revised in accordance with the comments/recommendations provided by the QACD/EUD.
	(
	(


	Prepared by; CM - Grant Section

	Cross reference and Content of the notes / comments / instructions:

	Name
	Date
	Signature

	Sonay Kuru
	02.07.2019
	


	Controlled by; Team Leader (if any) - Grant Section

	Cross reference and Content of the notes / comments / instructions:

	Name
	Date
	Signature

	
	
	


	Verified by; Coordinator - Grant Section

	Notes / comments / instructions:

	Name
	Date
	Signature

	
	
	


	Reviewed by; SCM/Substitute

	Notes / comments / instructions:

	Name
	Date
	Signature

	
	
	


	Approved by; PAO/Delegate

	Notes / comments / instructions:
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	Date
	Signature
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