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1. Travel and Subsistence
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1.2. Meeting Types

1.3. Meeting Location

1.4. Eligible Participants

1.5. Participants Entitled to Reimbursement
1.6. Eligible Costs - Reimbursement Rules
1.7. Procedures and Deadlines
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Update history
29/06/2007 Update of the Travel Reimbursement forms
26/07/2007 Update of the Travel Reimbursement forms (Travel by Car)

10/04/2008 Accommodation fixed rate increased to EUR 120/night
(ESF CD decision 07 April 2008)

21/05/2008 Visalparking fees
01/09/2008 Revision of reimbursement rules/form
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1.1. Introduction

For meeting participants, a distinction is made between participants, eligible participants and persons
entitled to reimbur sement.

The participants are al of the people who attend a COST meeting. Among the eligible participants (see
1.4), acertain number will be selected by the Chair of the Action on behalf of its Management
Committee (MC) as entitled to reimbur sement (see 1.5).

The rates of reimbursement are strictly limited to the maximalaid down in the rules for reimbursement
(see 1.6) and are subject to the availability of funds.

1.2. Meeting Types
COST Office can support travel and subsistence for the participation to the following meeting types:

» Management Committee (M C) meetings
Normall-y 2 per year.

» Core Group meetings
Smaller group typically composed of Chair, Vice-Chairs, and Working Group Leaders.

* Working Group (WG) meetings

Management Committees subdivides the scientific work of the Action among a limited number of
Working Groups according to the size and objectives of the Action. Working Groups may meet on the
day before (or the day after) a Management Committee meeting (which may reduce expenses within the
Action budget) or, if necessary, at another time.

» Workshops/Conferences

It is not the policy of COST to reimburse the travel expenses of all participants in a Workshop or
Conference and the reimbursement is normally restricted to the members of the COST MC or WG
subject to the available funds. The reimbursement of the participants should reflect a good balance from
the various signatory countries. Invited non-COST keynote speakers and session-chairs are eligible for
reimbursement.

* Domain Committee (DC) meeting
Normally up to 3 per year.

* Ad hoc Groups
Normally up to 2 per year.
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Other COST relevant meeting (e.g. evaluation panels, editorial meetings, strategic meetings).

1.3. Meeting Location

M eetings/Workshops/Conferences should be organised by a Management Committee (MC) in any
COST Country that has accepted the MoU of the Action. Workshops and Conferences should be open,
in general, to the whol e scientific community. Exceptions are subject to prior approval from the COST
Office.

1.4. Eligible Participants

1.4.1. Management Committee (MC) Members

Subject to the available budget, COST can reimburse up to 2 MC members per country and the Chair of
the Action.

In addition, countries that intend to participate in the Action, can nominate MC candidates who are also
eligible for reimbursement.

1.4.2. Working Group (WG) Members

Working Groups usually consist of a small number of researchers selected by the MC or by a procedure
decided by the MC.

WG members may be MC members or other researchers from a participating country contributing to the
achievement of the objectives of the Action.

Members of Action Working Groups are eligible for reimbursement.

1.4.3. External Experts and Invited Speakers

It may be necessary to invite external expertsto a COST meeting to address a topic where their expertise
would contribute to the objectives of COST. These experts can be reimbursed if invited by the MC, DC
or the COST -Office.

The number of invited experts from non-participating countries should normally not exceed 5 per
meeting.

The reimbursement of keynote speakers and session chairs from a non-COST country is normally
limited to 4. Their C.V. and participation in the programme has to be sent to the COST Office.
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1.4.4. Domain Committee (DC), Ad Hoc Groups and Liaison Members

One representative per COST Country is eligible for reimbursement for attendance at DC plenary
meetings. -

Similar support will also be provided for members of approved ad hoc groups and for other approved
activities e.g. Liaison Members for other DCs, ESF Committees, meetings of other organisations and
similar activities.

1.4.5. Panel Members and Rapporteurs

Panel members (such as for evaluation panels) and rapporteurs (such as Action rapporteurs officially
nominate-d by the DC) invited by the COST Office are eligible for reimbursement.

1.4.6. Substitutes

It may happen that persons who have been declared as entitled to reimbursement cannot subsequently
attend the meeting. In that case, the person can be replaced with the approval of the MC/DC Chair
and/or the COST Office.

1.4.7. Other

In exceptional cases, the COST Office reserves the right to analyse the possibilty of reimbursement of
any person designated by itself or by the Management Committee (MC) of an Action or by a Domain
Committee (DC) to further the interests and aims of COST. This may include participation in special
scientific meetings, relevant policy making events and synergy creating activities.

1.5. Participants Entitled to Reimbursement

Among the eligible participants (see 1.4), a certain number will be selected by the Chair of the Action
on behalf of its Management Committee (MC) as entitled to reimbur sement. This entitlement means
that COST will reimburse the travel, meals and accommodation necessary to attend a COST event.

The Chair has the final responsibility for approving the list of participants entitled to be reimbursed. The

Chair can delegate this approval task to another MC member (i.e. when the MC member isalocal
organiser or amember of the MC core group)
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1.6. Eligible Costs - Reimbursement Rules

1.6.1. Introduction

Participants in COST meetings should arrive/depart as close as possible to the beginning/end date of the
meeting. If participants have non-COST activities either before or after the meeting, they should indicate
the dates and times of departure from and return to their home asif they had only attended the COST
meeting.

The expert eligible to receive reimbursement for travel expenses and allowances must declare that he/she
has not received or is not entitled to any similar reimbursement or alowance from athird party.

For audit purposes, the COST Office may contact the home institution of a participant regarding double
payments.

1.6.2. Accommodation

The flat reimbursement rate is EUR 120 per night for accommaodation and breakfast. The maximum
number of nights reimbursed equals the number of attended (as evidenced by the signed attendance list)
meeting days + 1.

Any deviation from this rule will require an explicit justification under "Other/remarks", supporting
documentation, and an approva from the COST Office.

Thelocal organiser may make a block reservation if more economical.

1.6.3. Meals

Lunch (including coffee breaks) and dinner expenses will be reimbursed at a fixed rate of EUR 20 each.
Meals provided by a separate COST meeting support will not be paid.

1.6.4. Travel Expenses
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1.6.4.1. Introduction

Expenses are funded on the principle of the most economical overall expenditure.

1.6.4.2. Travel by Plane, Train or Long Distance Bus (coach)

* For travelling by air low cost tickets have to be used. To benefit from the most economical fare, early
booking is essential. Where no price isindicated on the ticket, the invoice must also be enclosed. The
most economical tariff shall be reimbursed on production of originals or legible photocopies of the
ticket. Business class can only be reimbursed under exceptional conditions and needs the prior approval
of the COST secretariat. Air tickets exceeding EUR 1 200 requireprior approval from the COST
Office.

* Local airport transfer should use the most economical means of transport. Airport parking may be
reimbursed, if economical.

* The shortest and most economical route by rail or bus between the departure point and the place where
the meeting is held must be used. First classrail or bustravel may be reimbursed by the COST Office.

* The cost of seat reservations and transport of necessary luggage, and supplements for fast trains and
sleepers (instead of hotel) are eligible expenses.

1.6.4.3. Travel by Private or Hire Car

» The use of aprivate or hire car is reimbursed on the basis of EUR 0.20 per kilometre (no fuel, toll, car
park etc. will be reimbursed) for one person travelling alone. Where two or more persons are entitled to
reimbursement of travel expenses and use the same car, only the person responsible for the car shall be
reimbursed at the rate of EUR 0.30 per kilometr e and the name of the passengers must be declared on
the reimbursement form.

* Travel by car for a distance of more than 2 000 km total is normally not reimbursed and in any case no
additional accommodation is paid.

* A proof of distance has to be attached (print-out from websites such as Via-Michelin, Maporama,
Mappy, Google Maps, €etc.).
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1.6.4.4. Local Transport

For local transport expenses receipts are not required under atotal of EUR 25 (out & return). If the total
amount for the entire trip exceeds EUR 25, copies of al justifications and receipts have to be added to
the reimbursement form.

1.6.4.5. Taxi

Taxi fares are limited to EUR 40 in total for the entire trip. Receipts are always required. They shall
only be reimbursed where no reasonable public transport is available. Any deviation from this rule will
require an explicit justification and an approval from the COST Office.

1.6.5. Remarks

For the reimbursement of travel costs, originals or legible photocopies of transport tickets must be
provided with the claim form. They must clearly indicate the amount paid and the full routing
(showing departure/arrival dates and times).

Only fully completed reimbursement forms will be considered by the COST Office (including fields
such as bank account details, meeting 1D, departure/arrival dates/times and etc.).

Participants must be registered prior to the meeting in the COST Database:
http://www.cost.esf.org/e-cost

If the complete reimbursement form is not submitted within 60 days, it is presumed that no claim for
payment or for reimbursement of expenses will be requested by the participant.

Originals or legible photocopies of al travel documents must be kept by the expert for five years after
the meeting.

Reimbursement isin euro.

The following are some examples of items not eligible for reimbur sement:

* Registration fees, costs of health, life and luggage insurance are not reimbursed;

» Cancellation insurance will only be reimbursed for non-changeable low cost tickets or similar not
changeable tariffs;

* Other costs such as telephone calls etc. cannot be reimbursed.

Any other arrangements may be considered in exceptional cases subject to prior approval from the
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COST Office.

1.7. Procedures and Deadlines

All requests for organisation of meetings and financing of activities must be sent via the relevant
Committee to the Science Officer of the Action well in advance of the proposed activity, as specified
below.

* Small meeting requests:
Up to 5 delegates/experts — normally minimum 3 weeks before the proposed meeting

 Larger meeting requests (such asMC, DC, workshopsetc.):
Normally minimum 4 weeks before the proposed meeting

» Wor kshop/Confer ence/M eeting financial support subsidy requests:
Normally minimum 2 months before the proposed Workshop/Conference/ Meeting

The COST-Office endeavoursto reply to arequest presented in accordance with the existing rules within
10 working days.
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1.8. Travel Reimbursement Form (specimen)

1.9.

These

-
CcoskE
TRAVEL REI MBURSEMENT REQUEST
Summary of Reimbursement Rules

MeetngiD:
Action Mumber (or equivalant): ) Science Officer:
Admin Officer: | E-mail: | Tel: Fax: +32 (0) 2 533 3880
2. PARTICIPANT - if not vet registered in the COST database, please register prior to the meeting at
www.cost.esf.orgle-cost
FAMILY NAME: | FIRST NAME:
DATE OF BIRTH: COUNTRY:
E-MAIL: | TEL:
3. BANK DETAILS - In order to have money transferred you must first be regi Il IBAN and
SWIFT/BIC code at www.cost.esf.orgle-cost
NAME OF ACCOUNT HOLDER:
NAME OF THE BANK:
4. ACCOMMODATION and MEALS AN (_/\ \ N~
Travel START (door-to-doar) Date: Tinme; \)
Travel END (door-to-door) Date:
4a. HOTEL Total numier of hotel nights (fixed rate of £120/night) -
required
4b. MEALS - entered by the COST Office (i«
5. TRAVEL EXPENSES
5a. PLANE, | \
TRAIN,
Long Distance : From 1 i €
BUS, etc. | | ,

I | |

I

1 L]
Continue on a rEIE 5hug't if
5b. CAR [inc! . .
m! od Frol Ta: To {return):
f of dist ache | Km (both ways);
al CEST passenger:
Re ursement ﬁx O/km or €0,30/km with additional passenger | Total (€):
5c. L r Iucal transport expenses no receipts are required under a total of €25 (out &
return). Above €25 (in antire trip) add detailed justification & receipts. !
5d. TAXI = Faxi fares are nly reimbursed where no reasonable public transport is Amc-unt CU"'E'UGY | €
available and a Qin total for the entire irip. Receipts are always required, I I 1
6. OTHER / REMARKS:
| certify that this travel chim is a true statement of travel expenses incurred by me. | have not been and will not be resmbursed for these
expenses from any other source nor have | included any expenses paid or to be paid directly from another source. | am aware that my
home institution may be informed about this payment. | have read the rules for travel reimbursament request and agree to them
Date: Participant’s signature:
FOR COST OFFICE USE
Form and documents checked and approved  Date: A
are interim guidelines offering practical Page advice
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Rules for reimbursement of expenses for experts eligible for reimbursement
version 2.0
Please read carefully before complefing the form.

Participants in COST meetings should amive and depart as close as possible to the beginning and to the end of the
meeting. In cases where participants have been on non-COST activities either before or after the meeting they should
indicate the dates and times of departure and return to their home as ifthey had only attended the COST meeting.

The expert eligible to receive reimbursement for ravel expenses and allowances must declare that hefshe has not
received any similar reimbursement or allowance or is not entitted to a similar reimbursement or allowance from another
Institute or organisation or person for the same trip,

,'MFCIRTANT
If the complete reimbursement form is not submitted within 60 days, it is presumed that no claim for payment or
for reimbursement of expenses will be requested by the participant;

# Only fully completed reimbursement forms will be considered by the COST Office (including fields such as bank

account details, meeting 1D, departurefarrival datestimes and etc.);

* For the reimbursement of travel costs, originals or legible photocopies of transport tickets must be provided with
the claim form. They must clearly indicate the amount paid and the full routing (showing departure/arrival dates
and times);

Originals or legible photocopes of all travel documents must be kept by the expert for five years after the meeting;
Reimbursemeant is in euro;

The following are some examples of items not eligible for reimbursement:

=Registration fees, costs of health, life and luggage insurance are not reimbursed;

=Cancellation insurance will onky be reimbursed for non-changeable low cost tickets or similar not changeable tariffs;
s(Other costs such as telephone calls ete. cannot be reimbursed,

* Any other arangements may be considered in exceptional cases subject to prior approval by the COST Office.

WY W

4a. Accommodation
Flat rate reimbursement is of €120 per night for accommodation and breakfast. The maximum number of nights
reimbursed equals the number of attended (as evidenced by the signed attendance list) meeting days + 1. Any
deviation from this rule will require an explicit justification under “Otherfremarks”, supporting documentation, and
an approval by the COST Office.

4b. Meals
Lunch ({including coffee breeks) and dinner expenses will be reimbursed at a fived rate of €20 each. Meals
provided by a separate COST meeting support will not be paid.

5. Travel expenses
Travel expenses are refunded on the principle of the most economical overall expenditure.
5a. Travel by plane, train or long distance bus {coach)

# For travelling by air low cost tickets have to be used. To benefit from the most economical fare, early booking is
essential. Where no price is indicated on the ticket, the invoice nmust also be enclosed. The most economical tariff
shall be reimbursed on production of originals or legible photocopies of the ticket, Business class can only be
reimbursed under mepmnal mrldnuns and nseds thu prior approval of the COST secretariat. Air tickets

* Loc arp-oﬂ h‘ansfer shuuld use 1110 most economical rnaans of transport. Alrport parking may be reimbursed, if
economical,

# The shortest and most ecanomical route by rail or bus between the departure point and the place where the mesting
is held must be used. First class rail or bus travel may be reimbursed by the COST Office.

¥ The cost of seat reservations and transport of necessary luggage, and supplements for fast trains and sleeper
(instead of hotel) are eligible expenses.

5b. Travel by private or rented car

* Theuse ofa private or rented car is reimbursed on the basis of €0.20 per kilometre (no fuel, toll, car park etc. will be
reimbursed) for one person travelling alene. VWhere two or more persons are entitied to reimbursement of travel
expenses and use the same car, only the person responsible for the car shall be reimbursed at the rate of €0.30 per
kilometre and the name of the passengers-must be declared on the reimbursement fomn.

* Travel by car for a distance of more than 2000 km total is normally not reimbursed and in any case no addtional
accommodation is paid.

* A proof of distance has to be attached (print-out from websites such as Via-Michelin, Maporama. Mappy, Google
Maps, etc.).

5c. Local Transport
For local transport expenses receipts are not required under a total of €25 (out & return). If the total amount for the
entire trip exceeds €25, copies of all justifications and receipts have to be added to the reimbursement form.

5d. Taxi
Taxi fares are imited to €40 in total for the entire rip. Receipts are always required. They shall only be reimbursed
where no reasonable public transport iz available, Any deviation from this rule will require an explicit justification
and an approval by the COST Office.
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2. Support for Meetings, Workshops and Conferences

2.1. Introduction

2.2. Meeting Location

2.3. Eligible Costs

2.4. Conference/Workshop Proceedings

2.5. Procedure for Meeting Support Grants

2.6. Documents, Control and Audits

2.7. Application Form for Conference/Workshop Support
2.8. Sample Letter to the Beneficiary

2.9. Sample Payment Request Form

2.10. Online Template for Financial Details
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Update history

18/07/2007 New item: application for conference/workshop support
25/03/2008 Amendment on Early Stage Researchers (COST doc. 212/07)
01/09/2008 Restructuring of paragraphs
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2.1. Introduction

Normally a Workshop will have up to 80 participants and a Conference more than 80.

The Conference/Workshop should be organised in conjunction with a Management Committee meeting
or other mgjor scientific event in the field of the Action so that all members of the Committee can attend
and so that eligible Management Committee or Domain Committee members are reimbursed.

Each year one of the workshops of the Action should involve Early Stage Researchers (Iess than PhD +
10 years) to strengthen links with each other and with experienced scientists involved in the
management of the Action.

It may be necessary to organise the final conference of an Action after the formal end date of the
Action. In this case it should be normally held within 3 months of the end date.

Normally the costs related to the organisation of a Management Committee (MC), Working Group
(WG) or Domain Committee (DC) meeting are supported by the local organiser. Exceptionally, support
might be granted, under the terms and conditions described henceforth.

Support isin any case subject to availability of funding.

2.2. Meeting Location

M eetings/Workshops/Conferences should be organised by a Management Committee (MC) in any
COST Country that has accepted the MoU of the Action. Workshops and Conferences should be open,
in general, to the whole scientific community and act as a showcase for the activities of the Action
(involving more preparation and expenses than Working Group meetings), and this may require specific
support. Exceptions are subject to prior approval from the COST Office.

2.3. Eligible Costs
The following costs are eligible for support from the COST Office:

» Room and technical equipment rental;

* Photocopying, printing of programmes, flyers, book of abstracts, application forms, draft report etc.;
* Phone, fax, mailing costs for announcements, letters of confirmation;

* Personnel - staff involvement - or temporary recruitment of a secretary if necessary, or services of a
Congress organising agency (if the Conference/Workshop isvery large);

* Local transgport - e.g. bus for field trips;

* Coffee breaks and light refreshments;

These are interim guidelines offering practical advice to participants reflecting the actual situation. They are subject to change following CSO decisions. Page 19/107
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* One conference meal if deducted from the daily allowance of the reimbursed participants.
All taxes, including VAT, are non-dligible costs.

COST support is normally only a contribution to the total budget. Therefore the contributions from
other sources to the organisation of the Workshop/Conference should also appear on the request (e.g.
registration fees, sponsorship, contribution of local organiser or others). The contribution should
normally not exceed EUR 10 000. For arequested support of up to EUR 3 000 the contribution will
be granted asfixed grant.

Once the request has been approved, the COST Office will inform the Institute organising the
Workshop/Conference as to the level of approved financing.

2.4. Conference/Workshop Proceedings

The publication of proceedings should be arranged directly by the organiser or Delegate responsible for
the Workshop/Conference.

Please follow the requirements of Section 7 of this Vademecum - Annex B: Checklist for Print Releases.

2.5. Procedure for Meeting Support Grants

2.5.1. Introduction

The request for a meeting support grant should normally be made at least 2 months before the proposed
Workshop/Conference/M eeting.

2.5.2. Before the Workshop/Conference

* Letter from local organiser/beneficiary (usually a member of the MC) to MC Chair requesting financial
support to organise the meeting, the completed application form including a draft budget for
organisation costs showing also contributions from other sources (see application template) and a
detailed draft programme (including names of sessions chairpersons and keynote speakers to be invited);

* Confirmation of the request by the MC Chair (on behalf of the MC) to the COST Office. For support
reguests above EUR 3 000, afull financial breakdown to be provided to the COST Office;

* Registering and budget check by the COST Office;

* Acceptance letter to beneficiary issued by COST Office to be signed and returned by beneficiary (see
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2.7 - Sample Letter to the Beneficiary);

* Encoding of financial details by local organiser viathe online tool: http://www.cost.esf.org/workshop.

2.5.3. After the Workshop/Conference

Within 4 weeks after the event, the following documents must be sent to the COST Office by the
organiser of the Workshop / Conference / Meeting:

* A signed Payment request form (issued by COST Office) signed by the beneficiary (see 2.9 - Sample
Payment Request Form);

* For grants exceeding EUR 3 000 afinal financial account breakdown and supporting invoices for at
least the amount of the requested support;

* A scientific report (max 1 page) containing a summary of the event's scientific output;

* Approva from the MC Chair.

2.6. Documents, Control and Audits
The COST Office reserves the right to request additional documents for financial verification.

All relevant financial documents have to be kept for 5 years for audit purposes.

2.7. Application Form for Conference/Workshop Support

(Excel sheet available following thislink:
www.cost.esf.org/fileadmin/cost documents/
quidelines/2-financia instruments/Workshop appl template.x|s)

These are interim guidelines offering practical advice to participants reflecting the actual situation. They are subject to change following CSO decisions. Page 21/107


http://www.cost.esf.org/workshop
http://www.cost.esf.org/fileadmin/cost_documents/guidelines/2-financial_instruments/Workshop_appl_template.xls
http://www.cost.esf.org/fileadmin/cost_documents/guidelines/2-financial_instruments/Workshop_appl_template.xls

CcoskE

COST Vademecum / Support for Meetings, Workshops and Conferences

(Last update on 01/09/2008)

(1]

[2]

(3]

[4]

(8]
[E]

[7]

(8]

APPLICATION FOR CONFERENCE/WORKSHOP SUPPORT

COST Action:
Place:

Dates:

Local organiser
Institution:
Responsible person:

BREAKDOWN OF EXPENSES

Itern

Room and technical equipment rentak

Photocopying, printing of progra
book of abstracts, application
report, proceeding etc.

Phone, fax, Mailings ¢

Local
Cryanizer's
Contribution
€

Requested
COST
support
£

Coffes break%\@_nd linh.gefre s it

. ’ .
daily allowance ofghe reimbugEed

participants.

One conference %if. difted from the

Cthers (please specify)

Total

0.00

0.00

0.00

2.8.

Sample

Letter

(document produced by COST Office IT tool)
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CcoskE oFFICE

Tek +32 ()2 533 3800
Fax: +32 (012 533 3890
E-mail: office@cost.esf.arg
hrtpyfwerwcostesf ong

REFERENCE: COST-Workshop-..............
Local Organiser, .............
Date: ............. Place: ..............

Dear MrfMs. ..............,

With reference to your application for a Workshop suppo yithin the COST scientific
programme on .............. | am pleased to notify you th gement Committee of the
COST Action .............. has awarded a grant amountingo tixe\xeg of € . O

Account Holder : .............
Country - .............

0 be spent according to the rules for the

To do 50, please 4 8 ) i€ letter and return it to the COST Office at the above
address, and reta

together with the complets

d payment form to the COST office in order to be eligible for
Yours sincerely,
Science Officer

I read the document '2 - Support for Meetings / Workshops / Conferences’ for the
support for the organisation of a COST workshop and | accept this offer.

COST Office

14% avenue Loulse
1050 Brussels, Belgium

COST Vademecum / Support for Meetings, Workshops and Conferences
(Last update on 01/09/2008)

These

Local O!ganisernam: .........................................................................................
SIgRattire: ... Date:
COST s supparted by Egr’é‘?&iﬂﬂ ESF provides the COST Office
the EU RTD Framework Programme BLrEE FIEN through an EC contract
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2.9. Sample Payment Request Form
(document produced by COST Office IT tool)

CcoskE oFFICE

2.10. Online Template

2.10.1. General information

(see http://www.cost.esf.org/workshBB) e REQUEST FORM

COST Action Number: ..

Local Orgamser's Name and Institution: .
Period: from .. I+ IR

Place: .

Referenoe mde COST-Workshop-...
Claimed amount of the grant: . €

The above meeting has been successfully completed and the f
attached:

+ Final financial statement for grants above,8
= Scientific report
+ Approval by the Management Commi
+ Bank details as follows:

Name of account holder: .........

MName of Bank: .............

Address of Bank: ... %

IBAM and BIC code are for EU-27 countries and EFTA-countries.

COST Vademecum / Support for Meetings, Workshops and Conferences

(Last update on 01/09/2008)

COST Office

149 avenue Loulse
1050 Brussels, Belgium

for Financial

- page

ing documents are

Without IBAN and BIC/SVWAFT code, the Cost office will not be able to process your payment,

IBAM: International Bank Account Number
BIC: Bank |dentifier Code (also called Swift address)

Date: ... Signature. ...
For COST Office use:
Date Signature
COST is supported by EEE‘?&%”N ESF provides the COST Office
thie EU RTD Framework Programime SLINOA TIOMN through an EC contract

These are interim guidelines offering practical advice to participants reflecting the actual situation. They are subject to change following CSO decisions.
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WORSHOP SUPPORT

Action Mumber: I Select Action ;I

List Of Meeting: I Meeting List ;I

Local Organiser

Titde: I ;I Gender: I

Family MName: | Forename: |

Phone:

Ennail: | |

Institution:

Insttution Address:

2.10.2. Financial information

(see http://www.cost.esf.org/workshop)

Bank Details For Payment

[Thiz should be an institution account)

Mane of Account Holder: |

Address:

Address City: | Address Country: IAustria

Bank Mame: |

Branch and Address |

Bank Account Number - |
IBAN

Bank Code - BIC or SWIFT |

These are interim guidelines offering practical advice to participants reflecting the actual situation. They are subject to change following CSO decisions.
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VEDEE COST Vademecum / Short-Term Scientific Missions (STSM)

(Last update on 01/09/2008)

3. Short-Term Scientific Missions (STSM)

These are interim guidelines offering practical advice to participants reflecting the actual situation. They are subject to change following CSO decisions. Page 271107
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Update history

25/03/2008 Amendment on Early Stage Researchers (COST doc. 212/07)
01/09/2008 Restructuring of paragraphs

20/11/2008 "Notice of completion” text update
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3.1. Objectives

The aim of a Short-Term Scientific Mission (STSM) shall be to contribute to the scientific objectives of
aCOST Action.

These Missions (Exchange Visits) are aimed at strengthening the existing networks by allowing
scientists to go to an ingtitution or laboratory in another COST Country to foster collaboration, to learn
a new technique or to take measurements using instruments and/or methods not available in their own
institution/laboratory. They are particularly intended for young scientists.

An Action should normally set up at least 4 STSMs per year.

3.2. The Applicant
The selection of the applicant is the responsibility of the Management Committee (MC) of the Action.

The Applicant should normally be engaged in a programme of research as a post graduate student or
postdoctoral fellow or be employed in an institution of a COST Country having accepted the MoU of the
Action. Thisinstitution should be actively participating in the COST Action.

For the period of the STSM neither the MC of the COST Action nor the COST Office may be
considered as the employer and grantees must make their own arrangements for all health, social,
personal security and pension matters.

3.3. Home and Host Institution

The home and the host institution can be public or private, and should bein a COST Country having
accepted the MoU and participating in the COST Action.

A STSM may be approved from a home institution in a COST participating country to a host Institution
in anon-COST country which is part of the Action but not the other way round.

In exceptional cases, the COST Office reserves the right to analyse the possibilty of reimbursement of
any person designated by itself or by the Management Committee (MC) of an Action or by a Domain
Committee (DC) to further the interests and aims of COST.

Short-Term Scientific Missions between different Actions may be considered by the Management
Committees of both Actions.

These are interim guidelines offering practical advice to participants reflecting the actual situation. They are subject to change following CSO decisions. Page 29/107
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The Applicant is responsible for obtaining the agreement of the host institution, before submitting his
application.

3.4. Duration

Short-Term Scientific Missions, minimum one week (5 working days), maximum 3 months, shall be
made within the time frame of the operation identified in the proposal and within the period of the
respective COST Action.

For Early Stage Researchers (less than PhD + 10 years) the COST Office may approve an extension to a
duration beyond 3 months, but normally not more than 6 monthsin total. In these cases, financial
support can be increased to normally maximum EUR 3 500.

3.5. Financial Support

The financia support is a contribution to the costs of a STSM and may not necessarily cover all the costs
in each case. The grant should normally cover only travel and subsistence.

The financia contribution for a STSM will be afixed grant based on the Applicant's budget request and
the evaluation of the application by the STSM assessment committee. An amount of EUR 60 to 90 for
the daily allowance in particular for longer stays and EUR 300 for the travel is recommended but not
obligatory. The total of a STSM shall normally not exceed EUR 2 500 (EUR 3 500 for Early Stage
Researchers - see 3.4). Any exception needs special justification and prior approval from the COST
Office.

In any case the costs associated with the STSM must not exceed the limits set in the "rules for
reimbursement by COST of expenses for experts eligible for reimbursement” (see 1. - Travel and

subsistence).

An advance payment may be made in exceptional circumstances, which will require additional special
justification.

3.6. Registration and Deadlines

The Applicant must use the online registration tool. (see 3.10 - How to submit an application).

Applications may be submitted according to the schedules stipulated by the MC of the relevant Action,
bearing in mind that delays must be taken into account for the assessment and administrative procedures.

These are interim guidelines offering practical advice to participants reflecting the actual situation. They are subject to change following CSO decisions. Page 30/107
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The application together with the MC approval should arrive at the COST Office at |east 4 weeks before
the mission starts.

3.7. Assessment

a) The Management Committee (MC) of the Action will make the scientific and budgetary assessment
and decision of the application.

The MC may formally delegate these tasksto :
* STSM coordinators or,

* asub-group of its members (assessment panel), which may vary from time to time and from scheme to
scheme, to assess proposals and to agree on those which may be funded.

It is recommended that this assessment panel consists of more than two people in order to avoid a
conflict of interest, in addition to one person who is authorised to take the decision (normally the Chair).
External advice may be sought.

MC members and other assessors should not involve themselves in the assessment of proposalsin which
they have a personal or financial interest. In exceptional circumstances (e.g. uniqueness of expertise),
such abar may be waived with the agreement of the other members involved, if the interest is declared
and considered not to compromise the potential decision.

b) The MC should agree the criteria for assessing applications in line with the Actions objectives.
Wherever possible, these criteria should be made known in advance to potential applicants. It is
expected that every care will be taken to avoid any bias on the grounds of gender, age or nationality.

3.8. Approval

The MC Chair or the Action's STSM coordinator is responsible for circulating the application for
decision to the assessment panel.

The MC Chair or the Action's STSM coordinator has to inform the COST-Office Science Officer or the
grant holder (in case of an annual grant) about the decision. After checking the application for the
compatibility with the existing rules and procedures the Science Officer will inform the Applicant about
the outcome of the assessment and will arrange the necessary formalities for the issue of the grant in
case of a positive result and availability of funding.
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The decisions and assessments regarding all STSM applications should be reported to the next MC
meeting and recorded in the minutes of the meeting.

3.9. Deviation

Any deviations and exceptions from this procedure which contributes to the scientific objectives of the
Action requires the approval of the COST Office.

3.10. How to Submit an Application

3.10.1. Online registration by the applicant
see http://www.cost.esf.org/stsm

The Applicant must use the online registration tool (to register their request for an STSM. The
following information has to be encoded with the registration:

 Applicant'stitle, name, work place, postal address, telephone and fax numbers, and email address,
* name, postal address, telephone, fax and email of the prospective host at the receiving institute;

* the planned dates and length of stay;

* the title of the planned STSM;

» ashort description of the proposed work plan (about 250 words);

* ashort curriculum vitag;

* abudget request with breakdown for the costs of the STSM;

» bank details.

3.10.2. Formal STSM application and annexes

After encoding the information and pressing the "submit" button the online registration tool will issue a
formal STSM application which has to be downloaded and sent by the applicant electronically (by
e-mail as attachment) together with any necessary document which the Applicant may regard as helpful
in supporting the application at the evaluation process (such as CV, list of publications, motivation
|etter, letter of support from the home institute etc.) to:

These are interim guidelines offering practical advice to participants reflecting the actual situation. They are subject to change following CSO decisions. Page 32/107
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« the future Host of the STSM;

» the Chair of the Management Committee of the Action (can be found on the COST web-site) or the
Action's STSM coordinator if available.

3.10.3. Assessment by the Management Committee
The MC Chair will arrange the assessment of the STSM.

3.10.4. Approval from the Management Committee

The MC Chair or the Action's STSM coordinator informs the COST Office (or the administrative
Institute of the Action) that the proposed STSM has been approved. Thisinformation from the MC Chair
can bein the form of an e-mail stating:

"Subject: STSM Reference number, COST Action number, grantees name

On behalf of the Management Committee of the above COST Action | would like to inform you after
evaluation that:

a) the attached request for an STSM for has been approved and;

b) agrant of EUR x has been recommended and;
¢) the host institute accepted the proposal.”

3.10.5. COST Office Acceptance Letter (Grant Letter)

The COST Office (or the administrative Institute) will send to the Applicant an acceptance letter in
which he/sheisinformed about:

a) the approval of the STSM and;
b) the level of the financial grant given.

The Applicant has to return this acceptance letter, after accepting the grant with his signature.

The Applicant will receive a payment request form at the same time.
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3.11. After the STSM

3.11.1. STSM Scientific Report

After completion of the STSM the grantee is required to submit to the Host and MC Chair (or the
Action's STSM coordinator) a short scientific report on the visit within 4 weeks after his stay.

It should contain the following information:

* Purpose of the visit;

* Description of the work carried out during the visit;

* Description of the main results obtained;

* Future collaboration with host institution (if applicable);

* Projected publicationg/articles resulting or to result from the STSM (if applicable);
* Confirmation by the host institute of the successful execution of the mission;

 Other comments (if any).

3.11.2. Notice of completion by the Management Committee (post-approval)

The MC Chair or the Action's STSM coordinator or the host (if agreed by the MC) is responsible for
approving the final report and sending the approval to the COST Office or the Administrating Institute.

The MC Chair of the Action's STSM coordinator will send a short notice to the COST Office or
Administrative Institute with the confirmation that the STSM has been successfully accomplished and
that the grant can be paid.

The information is usually in the form of an e-mail stating:

"Subject: STSM Reference number, COST Action number, grantee's name

On behalf of the Management Committee of the above COST Action | would like to inform you that:
1) The above STSM has been completed from <start-date> to <End date>

2) the scientific report has been approved by the MC and Host.
3) The amount of EUR X can be paid"
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3.11.3. Payment by the COST Office

The COST Office or the grant holder will execute the payment of the fixed grant directly to the grantee
or the organising institute as requested in the application after receipt of the following documents:

* Notice of completion by the Management Committee (step 7);
» Completed Payment request form (step 5);

» Summary of scientific report (maximum 1 page).
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3.12. Sample Application Form
(document produced by COST Office IT tool)

COST STSM Application Form
CScoske

3.13. Sample Letter to the Benefic

(dSelificht Rroduced by CORT, DIfICSTTA0Me vie i

* MC Chair for evaluation and approval

COST Office

Science Officer: Name of Seience Officer
Telephone nr, e-mail adddress

COST MC Chair: Name, e-mail adidress

COST STSM Reference Number: COST=-5TSM=9499-111
Period: xS/ 200% 1o o0/ 200x
COST Action: 999

STSM Applicant: Nanve, Organisation Name, Cined G
e-mail alelress
STSM Topic: Neame of the Topic

Short CV (date of bi firther qualifications, max 250 ch.):
Aridus ¢ lasso venidhat af fogre: tm denigue de tribus wam fetibus arboreis
prrodes Nepurijg-nfsig b} 18 713 e cupidine poni declingl cursus aurumque volubile tollit
praeierii I@} ' : 7

e

Work Flan Summ
fliar movam celeri
prond ferctu reamorata seClindl comsequitge troamsitgiee virim, pars wliima cursus resiabor; e ingrit
arcdes, dea muneris auctor” ingue doras campi, guo fardins ila redives

1 requiest the approval of a COST Short Term Scientific Mission as described abowve

Applicant
Noame of applicanr Mhare
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3.14.

(document ﬁroaﬁggd' 637 COST Office T too

Name
Institution
Address
e-mail

REFERENCE: Short Term Scientific Mission, COST Aclion nr
Beneficary. Name, Instifution
Host: Name, Institution
Period. from start dale to end dale Place: Cily (cou
Reference code: COST-STSM-531-02588

Dear MriMs. Name,
Whth reforanca tn wnir annlicatinn far o Shaet T i (S i WIRT
Sample Request

You are requested to inform the COST @lfichyethSayotkin's at#Bpt this grant. To do
s0, please sign one copy of this letter andsgturiyi i 3¢ at the above address,
and retain the second copy for ya 3 he Mgat ot start your mission af the
foreseen time and inform the CO e : e 0es iradvance of the mission.

fogether with the epor C | 4 misfhber of the Management Commities
responsible for the & - I, O se-flwo eports should also be sent directly to the
COST Office togathe = Cogplets &nt request form in onder to be eligible for

| have read of the niles for the execution of the COST Short Term Scientific Missions
and | accept this offer.

COST Office

149 Fvbiie Lodise

1040 Brussel, Belgum
—

Tek +32 (002 533 3900

Faoe+32 (002 533 3990

E-rall: ofticadboont esf g

hiltpewtvete coat el ong

Form

COET ks supparted by &:E‘;:_'_‘:““ E5F provades the COST Office
e U RTD Framewoik Paosgrasnime 'Jmiq.-rc.u through an 0 comtract
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COST Office

Coosk oFFICE oot
T3 ORI H0

Fao: « 32 (902 533 3080

ol office@onst e ong

hﬂﬂ'l'l‘ﬂ'ﬂ‘ﬂ'tﬁ'ﬂ.ﬂﬁ'\g

SHORT-TERM SCIENTIFIC MISSION

FINAL PAYMENT REQUEST FORM

COET Action Mumber, nr

Beneficiany’s Name and Institution: name and institution
Host's Mame and Institution; name and insbifuhon
Pericd: from start dafe to end date

Place: cily {country)

Reference code: COST-STEM-Action arrunming nr
Claimed amount of the grant: X,00€

The above STSM has been successiully completed and g4
attached:

* My Scientific report suppornted (emailjil
* Approval by the Management
* My bank details as follo

Mame of account holde

For COST Office use:

Date Signature

COST g suipported by LIBEFEAN  [ESF prowvices the COST Ofice
the ELRTE Framewwork Programamne OlssTios  throwgh an EC contract

These are interim guidelines offering practical Page advice



]
vEDEt COST Vademecum / Training Schools

(Last update on 20/11/2008)

4. Training Schools
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Update history
20/03/2008 Amendment on Early Stage Researchers (COST doc. 212/07)
21/05/2008 General structure modification and amendments to the Forms
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4.1. Introduction

"Training Schools" within the frame of the Action topic are aimed to provide dissemination from the
Action activities or intensive training in either a new emerging subject or in one of the laboratories of
the Action with unique equipment or know how. Training Schools are not intended to provide general
training/education. Those attending are basically but not exclusively young researchers from across
Europe but Training Schools may also cover appropriate re-training as part of "life-long learning”.

A Training School can also take the form of an Early Stage Researchers (less than PhD + 10 years)
network created as a "think tank".

COST support covers organisation of the school and participation support to both trainers (including
external experts) and trainees.

4.2. Duration

The duration of a Training School would be normally between three days and two weeks long.

4.3. Eligible Costs

The following items can be reimbursed:

» General support required for the organisation such as meeting room rental, lecture materials, secretarial
support, coffee breaks, technical equipment - same as for meeting support (see 2 - Support for Meetings
/ Workshops/ Conferences);

* Travel and subsistence for trainers - same as for participants to COST meetings (see 1 - Travel and
Subsistence), but no lecture fee;

* Individual grants for trainees - amount to be decided by the MC. Each grant cannot exceed the normal
reimbursement rates of COST (see 1 - Travel and subsistence);

» General guide: theindividual grants should be based on the most economic accommaodation
arrangement and on the most economic travel arrangement. (see also 3.5 STSM - Financial support).

4.3.1. Local Organiser

The following items can be reimbursed: general support required for the organisation such as meeting
room rental, lecture materials, secretarial support, coffee breaks, technical equipment - same as for
meeting support (see 2 - Support for Meetings/ Workshops / Conferences).
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4.3.2. Trainers

The following items can be reimbursed: travel and subsistence for trainers - same as for participants to
COST meetings (see 1 - Travel and subsistence), but no lecture fee.

4.3.3. Trainees

The following items can be reimbursed:

* Individual grants for trainees - amount to be decided by the MC. Each grant cannot exceed the normal
reimbursement rates of COST (see 1 - Travel and subsistence);

» General guide: theindividual grants should be based on the most economic accommaodation
arrangement and on the most economic travel arrangement (see also 3.5 STSM - Financial support).

4.4. Procedure

4.4.1. Local Organiser

The request for such a Training School has to be sent viathe Chair of the Management Committee (MC)
after MC approval of the programme and the list of paid participants to the COST Office with the
following documents:

* Detailed programme and aim of the Training School;

* Support statement from the MC (e.g., the Minutes of a MC meeting);

* Detailed financial support request for the organisation of the meeting;

e List of trainers with contact details;

* List of trainees that have been selected by the MC to be entitled to the individual grants for attending
the Training School, along with the amount of the grants;

* Contact details.

After receipt of the above documents COST Office will send acceptance letters to the local organiser,
the trainers, and the trainees. In case general organisation support is granted, then a scientific report will
be requested after completion of the Training School.

Exceptions to the above are possible. They must be duly justified and must be accepted by the COST
Office prior to the event.
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4.4.2. Trainers and Trainees
Trainers and trainees will be requested to register on the COST online registration tool.
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ple Acceptance Letter to Local Organiser

(document produced by COST Office IT tool)

4.6.

CcoskE oFFICE

Sample Acceptance Letter

document produced by COST OfficeIT tool)

Name of organiser
institution
Address

REFERENCE: COST Training School Support, COST Action nr
Local Organiser: Name of organiserinstitution
Date: start date to end date  Place: city (country,
Reference code: COST-School-Action nr—runnir(!f nr

Dear MriMs. Name,

), | p aded notify you that
}(; hting to EUR .......

Wward
in ci t:;)\({\ date till #nd date, to be spent
according to the rules for the organisatigiaf SOST, Trei $

\cho\Apr rigrart, within the COST
; ). L

! read the document “2 - Support for Meetings / Workshops / Conferences” and “4 -
Training Schools” for the support for the organisation of a COST Training School and |
accept this offer.

LOCAI OFQAMISEE NMAINE. ... oottt

Signature. ..., Date: .o

COST is supported by
the EU RTD Framework Programme

ESF provides the COST Office
through an EC contract

COST Office

149 avenue Louise
1050 Brussels, Belgium

to
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~~ COST Office
I D E D F F I I E 149 avenue Louise

v 1050 Brussels, Belgium
I

Tel: +32 (0)2 533 3800
Fax: +32 (0)2 533 3890
E-mail: office@cost.esf.org
http://www.cost.esf.org

Trainee
Family Name:
First Name:
Email:

REFERENCE: COST Training School Support, COST Action nr

Local Organiser: Name of organiserinstitution
Date: start date to end date  Place: city (country.
Reference code: COST-School-Action nr—runnir(!f nt
Naar Me/Mr AMama PN /Q/X\\

4.7. Sample Payment Request Form
document pradkgecHinyCEHIHEf thea bot GBkjakarted yhu R4ed yaat amounting to EUR......
i d

to attend the Training School from sis w ay Institution name under the
supervision of Ms/Mr. Name.

You are requested to inform_ thg CG ST Officényhey intend to accept this grant. To do
50, please sign one copy/Or thisetter and it toothe COST Office at the above address,
and retain the second £opy jér yowrself, Pleaseynoté that you should start your mission at the

foreseen time and iri

school. T

Please note haiQy guia Ar e Training Schools for COST can be found in
http /Avwwrcostest.ofg

Yours sir.Ge\nei*y,

L )
S0 Name ™
Science Offiear _

I have read of the rules for the execution of the COST Training School and | accept this
offer.

SCIENUSE MAITIE. e

SIGNaLUIE. Date:

ESF provides the COST Office
through an EC contract

- COST is supported by
the EU RTD Framework Programme
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CcoskE oFFICE

COST TRAINING SCHOOL

PAYMENT REQUEST FORM
{Local Organiser)

COST Action Number: ..............

Local Organiser's Name and Institution: ..............
Period: from .............. to
Place: ..............
Reference code: COST-School-................
Claimed amount of the grant: .............. €

7

Name of Bank: .....#,...

Without ¥ BAN @_g BICS
IBAN: InternaﬂOQa\I Baniy AcCount Number
BIC: Bank Idr-'@e Coge (also called Swift address)

N

The above school has been successfully completed anq 1 fgﬁmi' (| do%wts are
attached: /
* Scientific report \
* Bank details as follows:
Name of account holder: #...... > \

IBAN 2nd Bt code aré\mart atory for EU-27 countries and EFTA-countries.
WIFTcode, the Cost office will not be able to process your payment.

COST Office

149 avenue Louise

1050 Brussels, Belgium
I

Tel: +32 (0)2 533 3800
Fax: +32 (0)2 533 3890
E-mail: office@cost.esf.org
http://www.cost.esf.org

Date: ..o, Signature..................
For COST Office use:
Date Signature
- COST s supported by ESF provides the COST Office
the EU RTD Framework Programme through an EC contract
These are interim guidelines offering practical Page

advice
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5. General Action Support Grant (GASG)

5.1. Introduction
5.2. Rules and Procedures
5.3. Sample Letter to the Beneficiary

5.4. Sample Payment Request Form
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Update history

05/09/2006 Amendment following open call
16/10/2007 Restructuring of the annexes
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5.1. Introduction

COST Actions Management Committee (MC) may assign up to EUR 2 000 per annum from within an
Action budget to the MC Chair as grant holder for the general support of the Action management. This
grant can be used for the support and development of an Action Website, to be hosted on the server of
one of the institutions represented on the MC. Such Website should only cover specific matters for the
Action and should not duplicate material already published on the main COST Website in relation to
COST and its structures etc. This Website should aso be used for MC and Working Group business.
This grant can also be used for the support of the Action's MC operation, such as secretaria support,
small-scale Action-related ad hoc activities and support for preparatory events. The MC Chair, as grant
holder, has to report on the expenditure of this fixed allocation at the MC meeting.

5.2. Rules and Procedures

The necessary steps for the grant application are described in the following step-by-step guide. An
online registration tool will be available in a near future.

* Action Chair receives the approval of the MC to apply for agrant either in MC meeting or by written
procedure;

* Action Chair informs COST Office about M C decision with reference to the decision (amount
requested and date of MC meeting or date of written procedure) and submits his/her request for the grant
to the COST Office by letter or e-mail;

» COST Office encodes the request under Grants/GA SS and attaches the request |etter/mail there;

» COST Office sends an acceptance letter and an payment request form to the MC Chair;

* MC Chair sends signed acceptance letter and completed payment- form to COST Office;

» COST Office sends approved payment form (SO) to Strasbourg for payment;

* Decision and final closure of grant to be minuted in MC meeting minutes.
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5.3. Sample Letter to the Beneficiary
(document produced by COST Office IT tool)

crcoskE oFFICE i

1050 Brussels, Belgium

5.4. Sample Payment Request Form

(document produced by COST Office IT togff"®

REFERENCE: General Action Support Grant, COST Action number
Reference code: COST-GASG-Action number -running nr

Dear Mr/Ms. Naime,

#iin the COST scientific
8CN, aih pleased to send you this
MW, frbm date to date+1. By accepting
e Wipiport of the COST Action and that

Yours sincere

8O Name
Sdence Officer

I read the document 'Financing of COST activities' regarding the General Action Support Grant.

B R T I o B B D B e B S S e e SR i
SIGRAMIFE. o ee st DT

n COST is supported by Eegﬂﬁﬁm ESF provides the COST Office
thie EU RTD Framework Programme BUNDATION through an EC contract
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CcoskE oFFicE Crmine
149 avenue Louise
v 1050 Brussels, Belgium
- Tel: +32 (0)2 533 3800
Fax: +32 (0)2 533 3890
E-mall: office@cost.esf.org
httpa/fwww.cost.esf.org
GENERAL ACTION SUPPORT GRANT (GASG)
PAYMENT REQUEST FORM
To be sent
- by Fax +32 25333890
- by surface mail to the COST office in Brussels - see address above.
- by email -scanned PDF only with date and signature.
COST Action Number: number
Beneficiary: Name
Period: from date to dateti
Reference code: COST-GASG-Action nr-running nr
Total amount: X, 00 €
1 request the payment for the above General Acti
Name of account holder: Name
Name of Bank: Bank name
Address of Bank: Street agéire y
e Mgandiory for E-Z? countries and EFTA-countries.
vode, the Cost office will not be able to process y our payment.
A cbpufit Number
falso called Swift address)
BRER oosicc s Signature..................
For COST Office use:
Date Signature
- COST is supported by Eggﬁﬁ;@ﬂ" ESF provides the COST Office
the EU RTD Framework Programme ounoAnion  through an EC contract
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6. COST Grant System (CGS)

6.1. Introduction

6.2. Flowchart of Action Management

6.3. The Grant Agreement

6.4. The Management Committee Chair

6.5. The Grant Holder

6.6. Eligible Costs and Reimbursement Rules
6.7. Payment modalities to the Grant Holder
6.8. Reporting

6.9. Action Financial Rapporteurs

6.10. Control and Audits

6.11. Amendments

6.12. Termination

6.13. Annex 1: COST Grant Agreement v2.1 (specimen)
6.14. Annex 2: Workplan/Budget Plan template
6.15. Annex 3: Financial Reporting template

6.16. Annex 4: Role of the Action Financial Rapporteurs
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Update history

18/01/2006 Release following re-numbering of Vademecum
05/09/2006 Amendment following open call
16/10/2007 Restructuring of the annexes

02/10/2008 Restructuring of the whole Section and Updating according
to the revised version of the COST Grant Agreement (August 2008).
Revision to avoid any potential conflict of interest
in line with COST doc. 205/08, point 2.
Correction of annexes' references in the COST Grant Agreement
(version 2.1 - October 2008)

12/03/2009 Amendments to the COST Grant workplan and budget plan template
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6.1. Introduction

At its 165th meeting, the CSO endorsed the COST GRANT SY STEM (CGS). After atransition period
ending in 2008, all COST Actions will operate under this system.

The COST Grant System will provide aflexible approach to financing COST Action activitiesin
accordance with the rules governing the "Financial Instruments' as laid out in the COST Vademecum.

COST isfinanced through the 7th Framework Programme (FP7) of the European Union and therefore
needs to meet the FP7 contractual obligations and to fully comply with the EU financial regulations. The
COST Grant Agreement and the rules and procedures described hereafter, were drawn up taking into
consideration these obligations.
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6.2. Flowchart of Action Management
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The management of the COST Grant Agreement will be web based to allow all stakeholders (Grant
Holder, MC members, ESF, COST Office) to monitor the COST A ctions management progress online.
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f) The Grant Holder shall only execute activities on behalf of the MC. Any financial payment needs the
explicit approval from the MC Chair acting on behalf of the MC.

) If there is any doubt about the eligibility of specific costs or operation, the COST Office must give its
prior approval. The same applies for any exception from the rules as laid out in the COST V ademecum.

6.4. The Management Committee Chair

The MC Chair represents the COST Action and any payment shall only be executed after his/her
authorisation.

There is no obligation on the ingtitution of the MC Chair to become the Grant Holder for the COST
Action.

In case the MC Chair Institution becomes a Grant Holder, the related COST Action is represented by the
MC Vice-Chair and any corresponding payment shall be executed after his/her authorisation only.

6.5. The Grant Holder

» must be alegal entity (not an individual).

* is selected by the MC from the ingtitutions of its members. When selecting the Grant Holder, the MC
shall consider economic aspects such as bank transfer charges outside Euro-zone, currency exchange
costs, tax liability for payments to experts and STSM grant holders, etc. Theresult of the selection
shall be recorded in the minutes of the 1st M C meeting.

* executes the decisions of the MC and ensures that all expenditures comply with the COST Grant
Agreement and the COST V ademecum.

* isrepresented at MC meetings by a MC member. This MC member must ensure the liaison between
the MC and the Grant Holder.

For contractual matters, the Grant Holder is usually represented by three persons:

* the Legal Representative: the person who has the authority within the institution for signing the
COST Grant Agreement (for instance the rector of a university or the managing director of aresearch
institution);

» aFinance Officer who has the authority within the institution to authorize the payments;

* the Scientific Representative of the institution who is a member of the MC.

The scientific, administrative and financial tasks (scientific secretarial support) of the Grant Holder are
asfollows:

a) Financial reporting
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* to keep an attendance list signed by each participant entitled to reimbursement for each day of each
meeting;

* to collect the individual reimbursement forms;

* to verify and pay claims by the eligible selected participants attending meetings;

* to ensure that all documents are correctly filed in and archived after the end of the EC contract and for
aperiod of five years for possible further auditing;

* to ensure that all payments have been approved by the MC Chair (or the Vice-Chair if applicable);

* to produce the financial reports using the standard reporting tool defined by the COST Office;

* to prepare a progress report on expenditures for the MC

b) Scientific and Administrative Secretariat

» to fund the Action's activities in accordance with the COST Grant Agreement, MC decisions and the
COST Vademecum;

* to attend relevant M C meetings and workshops in the frame of the Action, wherever they are held, if
requested by the MC;

* to ensure the preparation of the relevant meetings (e.g. draft agendas, invitations, specific procedures
and operating methods as appropriate, minutes of MC meetings as well as activity reports, including the
annual and final reports).

* to distribute copies of these documents after approval from the MC;

* to provide support for the evaluations of the Action, in liaison with the Chair and the MC.

¢) Coordination, liaison

» to regularly inform the COST Office on the development of the COST Action, in particular to provide
copies of the MC minutes where all expenditure commitments are described.

d) Publication, Dissemination

* to assist in editing publications of the COST Action, in liaison with the COST Office;
* to oversee the devel opment and maintenance of the website of the COST Action according to the
policy of the COST Office.

6.6. Eligible Costs and Reimbursement Rules

The Grant Holder is responsible for the reimbursement of eligible costs to persons, institutions and other
claimants eligible for reimbursement within 30 days of receipt of a claim. The claim shall be submitted
within 30 days following the event giving rise to the claim, unless otherwise duly justified. Subject to
the availability of funds, payments to eligible participants should be made no later than 60 days
following the event giving rise to the claim.
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Costs are incurred along these following categories:

* Organisation of meetings, travel and subsistence allowances for participating scientists

» Workshop grants

* Short-Term Scientific Missions (STSMs)

* Training schools

* Dissemination, e.g. publications or printing documents for meetings or training schools

» Expenses for secretarial support

» General Action support Grant (GASG), e.g. support and development of the COST Action website

According to FP7 Grant Agreement - Annex Il General Conditions, the following costs shall be
considered as non-eligible and may not be charged:

a) identifiable indirect taxes including value added tax,

b) duties,

C) interest owed,

d) provisions for possible future losses or charges,

€) exchange losses, cost related to return on capital,

f) costs declared or incurred, or reimbursed in respect of another project,
g) debt and debt service charges, excessive or reckless expenditure.

The full text of the FP7 Grant Agreement is available on COST website
(http://www.cost.esf.org/guidelines), and on the EUROPA website
(http://cordis.europa.eu/fp7/calls-grant-agreement_en.html).

The grant holder may request afee of up to 15% of the actual science expenditure in order to cover
scientific secretarial support. No cost breakdown for these activitiesis required.

6.7. Payment modalities to the Grant Holder
The COST financia contribution shall be paid to the Grant Holder as follows:

* A first instalment of 65 % of the grant after the signature of the COST Grant Agreement;

* A second instalment of up to 35% after approval from the COST Office based on a statement and
forecast of expenditures.

The COST Office reserves the right to change payment modalities following consultation with the Grant
Holder.

Payments are made in Euro, which is the base currency for calculations and payments. The Grant Holder
will bear from the scientific secretarial support any currency exchange cost levied by a bank.
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Payments can only be made with the full bank account details (account number, IBAN, SWIFT/BIC
codes) and after submission of the payment request form.

The bank account details shall be those of the institution only. Thus, no payments can be made to an
individual or to a private person's bank account.

6.8. Reporting

* On 15 January each year:
The Grant Holder will provide the COST Office with afinancial report based on actual accrued costs.

» Within 1 month of the end of the grant period:
The Grant Holder will provide the COST Office with afinal financial report and a scientific progress
report on the achievements of the Action.

* 6 weeks before the DC annual monitoring meeting a detailed scientific report:
A detailed scientific report

6.9. Action Financial Rapporteurs

One month after the end of a defined Grant Period, the Grant Holder shall provide COST with a
financial assessment (see 6.16) prepared by two Action Management Committee members after they
have verified that the nature, overall justification and level of expenditure arein line with the agreed
Work Plan. The two Action Management Committee members are appointed by the Action Management
Committee and act as ‘ Action Financial Rapporteurs.

6.10. Control and Audits

The COST Office may, at any time during the COST Grant Agreement and for up to five years after the
end of the COST Action, arrange for controls and audits to be carried out, either by external auditors, the
COST Office, the Commission services, or the Court of Auditors. All relevant documents for a control

or audit have to be kept for this period of time.

These are interim guidelines offering practical advice to participants reflecting the actual situation. They are subject to change following CSO decisions. Page 60/107



S
- EDEI: COST Vademecum / COST Grant System (CGS)

(Last update on 12/03/2009)

6.11. Amendments

The COST Office reserves the right to change the terms and conditions of the COST Grant Agreement
following consultation with the MC and the Grant Holder.

Any changes of the Grant Holder details shall be acknowledged in writing by the COST Office. Any
other changes shall be implemented through an amendment to the COST Grant Agreement.

6.12. Termination

The COST Office may cancel the grant after an appropriate notice in case of non-compliance by the
Grant Holder with the terms and conditions of the COST Grant Agreement and the COST V ademecum.
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6.13. Annex 1: COST Grant Agreement v2.1 (specimen)

The COST Grant Agreement (specimen) is available under:
http://w3.cost.esf.org/fileadmin/cost_documents/guidelines/
Financial _Instruments/CGS/COST GrantAgreement_v2-1_specimen.pdf (PDF format)

6.14. Annex 2: Workplan/Budget Plan template

The workplan and budget plan template is available under:
http://w3.cost.esf.org/fileadmin/cost_documents/guidelines/
Financial_Instruments/CGS/workplan-budget_plan v110309.rtf (RTF format)

6.15. Annex 3: Financial Reporting template

The Financia Reporting template is available under:
http://w3.cost.esf.org/fileadmin/cost_documents/guidelines/
Financial_Instruments’CGS/Financial _Reporting_template.xls (Excel format)

6.16. Annex 4: Role of the Action Financial Rapporteurs

One month after the end of the on-going Grant Period, the Grant Holder shall provide COST with a
financial assessment prepared by two Action Management Committee members after they have verified
that the nature, overall justification and level of expenditure arein line with the agreed Work Plan. The
two Action Management Committee members are appointed by the Action Management Committee and
act as"Action Financial Rapporteurs”.

They shall check the nature, overall justification and level of expenditure in line with the agreed work
plan. They shall draw up a short statement on the outcome of the financial review (see template below).
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COST Action [X] Financial Rapporteurs Report

In compliance with the assignment entrusted to us by the Management Committee of
ZCOST Action [#], we did wvenfy the adeguacy. of expenditures for—the period
[start date — end date of the Grant agreement] with, the agreed warl plarsin terms of
nature and level of spending.

{a) Based on our investigations, we canclude'on a'satisfactory use of funds
over the lifetime of the Action.

or

(h) Based on autinvestigations, we would.like to draw the attention of the
Management Committee andihe COST, Office.on the following issues:

Wehy truley ours
WMC-Einancial Rappartetur M Financial Rapparteur?
Date and signature Date and signature
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7. Publications

7.1. Introduction

7.2. Action Publications

7.3. Final Action Publication

7.4. Step-by-step Guide

7.5. Annex A: Checklist for Requests for Publication

7.6. Annex B: Checklist for Print Releases

7.7. Annex C: COST Office Publications Purchase Order

7.8. Annex D: EU’s Publisher (OPOCE): Background and Conditions
7.9. Annex E: Author’s Declaration

7.10. Annex F: Documents required by the COST Office
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Update history
01/08/2008 August 2008 overhaul
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7.1. Introduction

Disseminating and transferring knowledge is a key value to COST and the use of results by industry,
policy-makers and society isvital. Therefore the COST Actions are encouraged to use al meansto
communicate their findings to the European Research Community. COST expects Actionsto develop a
dissemination strategy to encourage public discussion about their work and to ensure that the results of
the research work reach the European Society and policy-makers. It provides financial support for
publication to increase the effectiveness of research results on a European level.

A thorough planning of the dissemination strategy for each Action isrequired in the annual work
plan. Actions can only enter into binding financial commitmentsfor activitiestaking placein the
year for which they received the annual allocation. Exceptions must be agreed with the COST Office.

COST supports the production of dissemination tools and publications such as books (hard copy or
electronic), brochures, flyers and electronic devices such as DVDs and CD-ROMs.

COST distinguishes publications by the source of funding. The print production can either relate to:

A) Action publications: funded directly by the COST Action budget, described in part 7.2 Action
publications.

Or

B) Final Action publication: funded directly by the COST Office from the shared central budget (i.e.
budget line "Dissemination, Publications, Conferences and Outreach"), described in part 7.3 Final
Action Publication.

Or

C) Other publications: funded and managed by the COST Office from the shared central budget for
major publications. The latter depends on budget availability and is an internal process which is not
described in this vademecum.

7.2. Action Publications

Information flow: The first point of contact for the Action isthe COST Office Science Officer. He or she
remains the contact person throughout the process. The COST Office uses the following e-mail address
to facilitate internal communication: publications@cost.esf.org.
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In general, different kinds of publication exist:

1) High-level publications produced by arenowned publisher for high level publications (usually books
or journals). Thistype includes the purchase of existing publications. Electronic publications follow the
same process as printed publications.

2) Multi-media material such as CD-ROMs or films.

3) Printing of conference or workshop proceedings as described in Chapter 2 of this vademecum. The
publication of proceedings should be arranged directly by the organiser or delegate responsible for the
Workshop/Conference and not viathe COST Office. The requirements Annex B: Checklist for Print
Releases must be followed.

COST covers costs for (print) production and distribution. Related costs such as graphic design,
proofreading, translation and editing are normally not covered. Exceptions need specific approval.

COST strongly recommends environmentally-considered materials such as eco-friendly non-chlorine
free paper or e-books and print-on-demand solutions.

The procedures are described in the Step-by-step Guide below.

NB: COST makes an internal distinction between a printing house (responsible for the printing process
only) and a publishing house (responsible for the printing process as well as for the content production
(editing, proofreading, layout, peer review, distribution and marketing etc).

7.3. Final Action Publication

Final Action Publications (on average one publication per Action to the amount of typically maximum
EUR 10 000) are foreseen to be funded by the COST Office if:

* the Action includes arequest for afinal Action publication in the budget plan of itsfinal year;

* the Action Chair/M C submits a specific request for afinal Action publication to the COST Office
(Science Officer) no later than 6 months before the official end date of the Action.

* the Action Chair/MC ensures that the invoice for the Final Action Publication will reach the COST
Office no later than 12 months after the official end date of the Action.

COST covers costs for (print) production and distribution. Related costs such as graphic design,
proofreading, translation and editing are normally not covered. Exceptions need specific approval.

COST strongly recommends environmentally-considered materials such as eco-friendly non-chlorine
free paper or e-books and print-on-demand solutions.
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The procedures are described in the Step-by-step Guide below.
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7.4. Step-by-step Guide

@D @)
=" »—Request-for +» Validation by 2 COST
DIt s o Publication COST Office Reference No
)-Excluding VAT
2) See step 2 above ~ g -
3) The COST Office needsto receive 5 copies. |
@ OPOCE \@
Distribution | « < Choice of
List SEmm— / Publisher
B Publisher
( Order

7.4.1. Step 1: Request from the Management Committee (MC)

The Action Chair, Q@)ehalf bf the M aﬁagement Committee, approach@‘ne COST Office (Science
Officer) with arequést for publication togethey'with a distribution|list (e:g. MC, WG, policy makers,

ibraries, universities, indu F%rgani&a ») fopfeedbagkon Payment
Release

A checklist explaining the details of the request is provided in part 7.5 Annex A: Checklist for Requests

for Publication.

7.4.2. Step 2: Validation by COST Office

The COST Office issues a reference number to validate the request. This‘ COST reference number
(starting with PUB) must bereferred to throughout the whole process. For planning purposes, Step 1
and 2 should be taken as soon as the MC decision is taken.

7.4.3. Step 3: Choice of Publisher and Offer
7.4.3.1. The European Union’s publisher (OPOCE)
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7.4.3.1.1. Introduction

COST has established cooperation with the official publisher of the European Union (OPOCE) and
offers the benefits of this cooperation to COST Actions (see background information in part 7.8 Annex
D: European Union's Publisher (OPOCE): Background and Conditions). For administrative reasons,
publication with OPOCE can only be done viathe COST Office following the process described
below.

7.4.3.1.2. Offer
The Action Chair does not need to send an offer to the COST Office.

7.4.3.2. Other publishers
7.4.3.2.1. Introduction

Cooperation with renowned Publishers offers COST Actions a great opportunity to collaborate with
speciaistsin the relevant field of research. Please note: In case COST purchases copies of a publication
from the publisher, the publisher is responsible for the production and distribution and bears all the
financia risks. COST expects to purchase the books at a reduced rate compared to the market price.

7.4.3.2.2. Offer

It isthe Action Chair'ssMC responsibility to provide an offer for production and distribution and forward
It to the responsible Science Officer at the COST Office for further internal processing.

If the total price exceeds EUR 3 000 (Excluding VAT), the MC has, as ageneral rule, to collect offers
from 2 different publishers and forward them to the responsible Science Officer at the COST Office for
approval. Deviations from this general rule require a detailed explanation from the MC and will only be
accepted by the COST Officeif the balance between the price and the quality - in terms of visibility and
scientific recognition - is maintained.

The detailed price offers for the required numbers of copies of the books should include distribution
costs and provide the following information:

* Title "Offer" (not invoice);
» COST reference number (see step 2 above);
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* Date of the offer;

* Title of book, ISBN Nr, publication year, number of pages etc.;

* Number of books to be delivered (The COST Office needs to receive 5 copies);

* Price per copy;

* Discount for COST (with an indication of the market price);

* Expensesfor delivery based on the COST distribution list;

* Delivery date;

* Total pricein EUR (VAT excluded outside Belgium/for Belgium, VAT rate should be indicated
separately).

For practical reasons, offersin English are preferred. The offer needs to be written on the letterhead of
the publisher with name and signature of the contact person.

7.4.4. Step 4: Preparation of documents and distribution list
The COST Office needsto receive:

» Thefinal detailed distribution list (if not submitted in step 1 above). See Annex D for OPOCE
distribution list instructions,

 The Author's declaration attached in Annex E, signed and returned to the COST Office;

* 5 copies of the publication, sometimes more if specifically required by the COST Office.

NB: For reporting and promotion purposes (Examples of promotion: 1. COST Office will send one copy
to the European Commission library (http://ec.europa.eu/eclas/F) and 2. COST Office will make
publication available to journalists and therefore needs a review copy.)

The COST "house styl€" in British English should be used. COST recommends the use of the EU
Publications Office Interinstitutional Style Guide (http://publications.europa.eu/code/en/en-000100.htm).

7.4.4.1. The European Union’s publisher (OPOCE)

The Action Chair/MC prepares the "camera-ready” PDF-file and sends it to the COST Office together
with an approval of the print release (i.e. scientific content check) from the MC Chair.

Pictures should be included in the file with a minimum resolution of 300 dpi. The use of a cover picture

Is optional. OPOCE will prepare the cover pages (the publication will bein B5 (176mm x 250mm), the
standard OPOCE size).
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7.4.4.2. Other publishers

The Action Chair/MC prepares the file following the publisher's requirements and in line with the
checklist described in part 7.6 Annex B: Checklist for Print Releases.

7.4.5. Step 5: Purchase Order

7.4.5.1. The European Union’s publisher (OPOCE)

Based on the decision of the MC and provided that the requested budget is available, the COST Office
will confirm the offer with a purchase order. The purchase order contains detailed invoice requirements
which must be followed to guarantee payment.

7.4.5.2. Other publishers

Based on the decision of the MC and provided that the requested budget is available and approved by
the COST Office, the offer from the chosen publisher is confirmed with a purchase order. The purchase
order contains detailed invoice requirements which must be followed to guarantee payment.

Actionson the Pay-As-Y ou-Go System:
The COST Office will send a purchase order to the publisher directly.

Actionson the grant system:

The Action Chair/M C sends the purchase order to the publisher. The purchase order should contain
detailed invoice requirements and reminders regarding distribution duties and the checklist described in
part 7.6 Annex B: Checklist for Print Releases.

Part 7.7 Annex C: COST Office Publications Purchase Order contains the COST Office purchase order
template for information purposes only.

7.4.6. Step 6: Print Release

7.4.6.1. The European Union’s publisher (OPOCE)

The COST Office will release the print production in line with the checklist available in part 7.6 Annex
B: Checklist for proposer.
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7.4.6.2. Other publishers

The COST Office has to receive an electronic final print proof of the publication with proof of the
elements described in part 7.6 Annex B: Checklist for proposer together with the author's declaration
mentioned in step 4 above. The Action Chair/MC then releases the print production.

7.4.7. Step 7: Payment
7.4.7.1. The European Union’s publisher (OPOCE)

OPOCE or its subcontractor(s) will invoice the COST Office directly. Please note:
» The COST Office will never make advance payments;
* In case not al requirements have been fulfilled the COST Office can refuse payment.

7.4.7.2. Other publishers

Actionson the Pay-As-You-Go System:

Once the printed publication has been delivered, the publisher will send the invoice directly addressed to
the COST Office following the invoice requirements stated in the purchase order. The COST Office can
only accept payments for services confirmed with COST purchase order.

The Management Committee confirms with an approval statement that the payment should be processed
(i.e. check of services delivered). The payment will be signed off by the Public Relations and
Communications Manager in consultation with the science officer.

Actionson the grant system:

Once the printed publication has been delivered, the publisher will send the invoice directly addressed to
the Action Chair following the invoice requirements stated in the purchase order.

The Management Committee confirms with an approval statement that the payment should be processed
(i.e. check of services delivered) by the grant holder and properly encoded.

Please note:

» The COST Office will never make advance payments;

* In case not al requirements have been fulfilled (e.g. 5 copies for COST Office) the COST Office can
refuse payment or reimbursement.
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7.5. Annex A: Checklist for Requests for Publication

7.5.1. The European Union’s publisher (OPOCE)
The Request for Publication must contain:

» Whether or not the request relates to a Final Action Publication;

* Action Chair/MC title, name, work place, postal address, telephone and fax numbers, and email
address;

» Statement referring to Management Committee decision on the publication of the book, including date
and location of the meeting and budget allocated;

» Commitment to prepare publication with appropriate referencesto COST (see part 7.6 Annex B:
Checklist for Print Releases);

* Abstract (max 4 paragraphs) of the publication (to be used by the COST Office for further
dissemination);

* Details of the publication: exact title, expected date for supply of manuscripts, number of pages
including cover pages,

number of copiesto be printed (OPOCE requires 20 copies, the COST Office needsto receive 5 copies)
» Answers to the following questions:

Does the publication contain tables and if so, in black and white or colour and how many? Does the
publication contain illustrations and if so, in black and white or colour and how many?

7.5.2. Other publishers
The Request for Publication must contain:

» Whether or not the request relates to a Final Action Publication;

* Action Chair/MC title, name, work place, postal address, telephone and fax numbers, and email
address,

« Statement referring to MC decision on the publication, including date and location of the meeting and
budget allocated,

» Commitment to prepare publication with appropriate references to COST (see 7.6 Annex B: Checklist
for Print Releases);

* Abstract (max 4 paragraphs) of the publication (to be used by the COST Office for further
dissemination);

* Details of the publication: exact title, expected delivery date, number of pages including cover pages,
number of copiesto be printed (The COST Office needsto receive 5 copies).

These are interim guidelines offering practical advice to participants reflecting the actual situation. They are subject to change following CSO decisions. Page 75/107



N
k/EDEI: COST Vademecum / Publications

(Last update on 01/08/2008)

7.6. Annex B: Checklist for Print Releases
In order to be released for production, the final print proof must have:

a. the COST logo on the front cover:

CcosE

Please note: The COST logo is available from the COST Office (resolution 300 dpi, .jpeg format). The
logo should never be distorted nor tiled; with the exception of book/folder spines, the logo should only
be used in ahorizontal configuration; in case of co-branding the COST logo should be equal in size or

larger than the other logo. Equally, COST should have the same amount of exposure.

b. the EU and ESF L ogo with the following compulsory sentence next to it (For books: on the back
cover or inner pages)

EUH OPEAN ESF provides the COST Office through an EC contract
CIENCE

il H\.’IHE‘T'DN
i COST is supported by the EU RTD Framework programme

*

* x K

Please note: The ESF logo is available from the COST Office (resolution 300 dpi, .jpeg format)
Instructions on the use of the EU emblem are available on:
http://europa.eu/abc/symbols/emblem/graphicsl en.htm

c. a page explaining the organisation COST (Not needed for posters):

COST- the acronym for European Cooperation in Science and Technology- is the oldest and widest
European intergovernmental network for cooperation in research. Established by the Ministerial
Conference in November 1971, COST is presently used by the scientific communities of 35 European
countries to cooperate in common research projects supported by national funds.

The funds provided by COST - less than 1% of the total value of the projects - support the COST
cooperation networks (COST Actions) through which, with EUR 30 million per year, more than 30 000
European scientists are involved in research having atotal value which exceeds EUR 2 hillion per year.
Thisisthe financial worth of the European added value which COST achieves.

A "bottom up approach” (the initiative of launching a COST Action comes from the European scientists
themselves), "ala carte participation” (only countries interested in the Action participate), "equality of
access' (participation is open also to the scientific communities of countries not belonging to the
European Union) and "flexible structure" (easy implementation and light management of the research
initiatives) are the main characteristics of COST.
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As precursor of advanced multidisciplinary research COST has a very important role for the realisation
of the European Research Area (ERA) anticipating and complementing the activities of the Framework
Programmes, constituting a "bridge" towards the scientific communities of emerging countries,
increasing the mobility of researchers across Europe and fostering the establishment of "Networks of
Excellence" in many key scientific domains such as: Biomedicine and Molecular Biosciences; Food and
Agriculture; Forests, their Products and Services; Materials, Physical and Nanosciences, Chemistry and
Molecular Sciences and Technologies; Earth System Science and Environmental Management;
Information and Communication Technologies; Transport and Urban Development; Individuals,
Societies, Cultures and Health. It covers basic and more applied research and al so addresses i ssues of
pre-normative nature or of societal importance.

Web: http://www.cost.esf.org

d. Mentioning COST support in theintroduction:

This publication is supported by COST

e. Cataloguing data at the last recto page of the publication with the following infor mation:
-Formal publisher

-Book title

-Year of publication

-ISBN

-Sales price (if applicable)

f. The COST Office Copyright notice (fill in theitalic text!):

© COST Office, year

No permission to reproduce or utilise the contents of this book by any means is necessary, other than in
the case of images, diagrammes or other material from other copyright holders. In such cases,
permission of the copyright holdersis required. This book may be cited as. COST Action number - title
of the publication.

Please note: exceptions must be justified in writing by the Action Chair/MC.

0. The Legal notice by COST Office

Neither the COST Office nor any person acting on its behalf is responsible for the use which might be
made of the information contained in this publication. The COST Officeis not responsible for the

external websites referred to in this publication.

h. Important note:
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Each publication must mention the author(s).
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7.7. Annex C: COST Office Publications Purchase Order

Please note: the exampleis provided for information purposes only. While the body of the text may be
copied and the required information filled in, the COST Office contact details may not be used without
prior consent.

7.8. Annex D: EU’s Publisher (OP«

<CITy=, ad.vont

The Office ¥t Official Publications of the.ELropean Gonymnities (Publications Offilce) is the

publishing bauseof the European Union (ER: <ecoe

Its Official daurpakiof the European Unior:is publisheddatly 4 more than 21 languages, a unique

phenomenonda the publishing world. ThedRublications@ffreesal so publishes a rangelof other titles on

paper as welitas electroniaabky! orpiheactivi ties ad policies ofthedEuropean Union.
Dear Madam/Sir,

The cooperati onwith QROGE i s aeaskef fiaient sokuthalad npantiaubarforthe production of books and
ur affer <reference from bidders dated xx. The total price to be paid is EUR o <excl

R to yo
prOVIdes th@%’@bl@WIﬂ@ w'dlt[@nﬂebaa JeeS, by the Managemant Committee at its meeting in X
on gd month yeat and was requested by <firstname, lastnames=, Science Officer, on <dates.

* Books arepprovided with an ISBN number; and EUR number to facilitate quoting, dataloguing and

A age consider the following invaice requirements:
SearChl ng- s  For publications abroad (i.e. withaut WVAT)—atherwize deleta the following sentence: Please quote

i entificati 361 794 916 gn the inwaice. WAT must not did to the jnvoice.
« Books can badowiniaaded  otien { ree aheharge. 1rom the EU-Bookehop at hitp://bopkshop.europa.eu.
o« Forpublications . in Belgium (i e with WAT)—otherwise delete the following sentence: WAT rate and
* OPOCE prowaiesrarschwngm &ban[)utl on.

& Please guote our internal reference number yxxx onthe invaice.
e Theinvoice must state IBAN and BIC code of the account.
« Theinvoice cannot exceed the above-mentioned amount unless specifically appraved by the

Please be awaresisthefotlowing conditions:

& The invoice must be issued i Euro, the currency Df{]ayment. Far practical reasons, an invaice in

* For financiaEregseng:@GPOCE onl¥ prints soft cover books;

«  The COST Office will pay the publigher directly upon receipt of the original invoice and 5 copies of

* Tables and pigtuiresiare privtEd fre ek fwvhiteantess spetHiceliyaskeel for colour. The decisionis
taken by the COISTAREgee L terete It lownabarkaccont s
« Cover and b4 paliEs are siia) S'pritted i col our;

» The del ivé‘f’yir'g)éf?dﬂﬂ Fromithieariival of the necessary documents (i.e. camera-ready ffile and distribution

& publication must contain a proper reference to COST withthe COST lago on the cover and &

list) at OPOCEeimtil %g @dﬁvé@ﬂm‘ athgegrwdswtfé relevarit addressedtakes at least b months;

contact me if the instructions’were not

* The distribufirrHist SO Aol o, the ferimar expialfed befourIFTPEFUR 1.10 pe address will be
Chargaj ang t@ﬁ@%ﬁ&ﬁﬁl@@eﬁﬁ@mﬁﬂ | u'tirgr?li.ist of the publication. Please indicate on the final

invoice how many copies were distributed in Balgium.

To check the print proof—otherwise delete the following sentence. Please send me the final print proof
hefare launching print production.

Wyith kind regards,

<name + signatures
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Direction A - Production

Unité Diffusion
Luxembourg. le 3 juin 2005
Raf: f= - pruceme of fs for imegranien ez doc
CPOCE - ADTFFUSTUL MM
STRUCTURE OF FILE INTEGRATION
SAGAP users
As evervbody kpows that add files fir thy exist onm medias,a

procedure has been developped t allow their inregmation m mailing lists of our
database SAGAD.
To do this, rules and a format of file have been edicted.

Technical specifications for files to integrate ©

Files should be in ASCII format or Dbase or Excel or Access. Other formars may
be acceptad (must be pegociated). We prefer Excel format due 1o owr experience
with this type of files.

Use oxly standard character set (ASCII 128); accentuated or special characters must
be avoided because they cause problems. Special characters like &, §, 4, B, and 5o
on... are strictly prohibited from rext of amy address. Those signs must be
replaced by the equivalent in "poor™ ASCII; like ae, oe, ue, 55, ... in order to
avoid the rejection of adress during the integration procedure.

File will gnly be created by the author in UPPER CASE. Lower case characters
are p ired for Teasons due p linked to the prinnng material used
for labels.

Files provided must respect the length of felds as described below. Excessive
fieldlength will cause loss of infi File i v in our darabase
SAGAP means that the fiel given by the author strictly respect conditions lsted
below in this document. If not, file will be printed and send to be keyed even if some
costs are linked ro this operation (1,1 €ure by address).

The mumimum Seld strucnere for each record i5:

1 field name = [ field street = 1 field postal code (postal code soucrure bas to
respect the norms applicable for each country) = 1 field city = 1 field country_code
(2 characrers ISO code) = 1 field quantity - 1 field language version + 1 field
mail-mede

OFFICE DES PUBLICATIONS OFFICIELLES DES COMMUNALTES EUROPEENNES

2, rue Marcher - L-2985 Lawemscung — Tel (+352) 29 2942284 Fax (<362) 29 190787

COST Vademecum / Publications
(Last update on 01/08/2008)
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OPOCE - OPADIFFUSFULMM

Provided addresses should connin eack of these compulsory fields 1o be able 1o be
validated for eamment.

o If a default value can be applied to either quantiry and’or language version, these do
wot have to be included i the fle. Those information won't be necessary if
instructions on default value have been given abour the concerned fields.

If any internal addresses exist (i.e; addresses within instimtions), they must be placed
1o a separate file for a separate and partucular eamment.

STRUCTURE OF AN ADRESS OR OF A RECORD OF THE FILE

compulsory- person’s name.l

iation / company name
ophonal-department
compulsory- street, number or postbor....
optional- street, mumber or pastbor,
compubiory for most countries
compulsory
compalsory - ISO 3166 country code
Table S010 8 zomes of 4 char.
Table 5009 8 zones of 4 char,
Table S008 10 zemes of § char
compulsory - 150 629 2
compulsory - Default value availabled (")
compulsory - Defaurt value available

cptional
optionatt

**++%% For further information please contact M. Albertini Eric (42384) *++=*

FUNCTH
THEMEE CODE 1 ALPEANTM
LANGUAGE VERSION] CEAR

e

YL e e O [ S 2 é

Whex a file dossa’t answer foliow excady the rules for integravion, the ouly way to
meat it is the macusl keying. The formatting of author's files is not actually supported
within our policy foro services given by OP-A-§ / GDF.

Mailing Management

1 Normally, the sacnze of tais zone is - Surname = space + first name Tites such as MrMoMn e arenot
allowad

2 If nacessary. 150 counmry code could be provided by op. 4.5 GOF

3 Now ifs possible o mdicate severals lmpuage verioes In that case, the three Gelds (LANGUAGE

VERSIONMAILTYPE.GUANTITY) mait be &lled ot

4 The SELECTION CODE is opriomal It could be used to select addresses according o parameters defined by user
Thee user select bds own codes his needs.
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Please note: An electronic example in Excel is available from the COST Office.

7.9. Annex E: Author’s Declaration
AUTHOR DECLARATION

Title ("the Publication™):

COST internal reference number:

I, the author and/or owner of copyright in the Publication, and wishing to have the Publication published
and distributed by , make the following representations and warranties:

1. | have made all necessary inquiries, and have obtained all necessary copyright licenses and
authorisations to include material in the Publication for which other persons own copyright.

2. | have made all necessary inquiries, and have identified all authors and owners of copyright in the
Publication.

3. I have made all necessary inquiries, and the Publication does not libel or violate the privacy rights of
any third party.

4.1 haveinformed al copyright ownersin the Publication of this Author Declaration, and | have
obtained authorisation from all copyright owners to execute this declaration on behalf of all copyright
ownersin the Publication.

5. 1 will indemnify COST and/or its legal entity ESF, from any and all claims arising from publication of
the Publication, including but not limited to libel and copyright or moral rights infringement.

6. | represent and warrant that the Publication has not been published previously and is not under
consideration for publication elsewhere.

7. | agreeto the publication and use of my name and the e-mail address filled in below for promotional
purposes and grant COST and/or its legal entity ESF the permission to publish extracts of the
publication as necessary to fulfill this purpose.

E-mail address to use for the promotion of this publication:

Dated at on .

Signature:

Name(Print):

Address details:

7.10. Annex F: Documents required by the COST Office

Documentsrequired by the COST Office throughout the entire process described in the
Step-by-Step guide

* A request for publication (see annex A for details)

» Minutes of the MC meeting where the publication was approved

* One or two offers (see the requirements described in section 7.4.3)
* Copy of the distribution list
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* Author's declaration (see section 7.4.4. and Annex E for details)

» When publishing with OPOCE: camera-ready file (pdf) and distribution list in OPOCE format (see
section 7.4.3.1 and Annex D for details)

* 5 copies of the publication

* Theinvoice (see section 7.4.7 and Annex C for details)
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8. Honoraria

8.1. Introduction

8.2. Types of honoraria
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Update history

25/03/2008 Amendment on Remote evaluation
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8.1. Introduction

COST considers the use of external assessors/evaluators as essential within its system of quality control,
as established in COST doc. 222/05. Assessors/evaluators physically attending COST panels are eligible
for reimbursement of travel and related costs (see 1 - Travel and subistence), in addition to possible
honoraria.

8.2. Types of honoraria

8.2.1. Introduction

Different Honoraria are paid according to the tasks assessors/evaluators carry out. Two major types of
honoraria are considered:

» Honorarium for physical participation in a COST panel;
» Honorarium for remote written eval uation.

These honoraria cannot be combined and can be paid only once for the same task.

8.2.2. Honoraria for physical participation in a COST panel

Each assessor/evaluator (including DC members and DC experts) physically participating in a COST
Panel convened by the COST Officeis eligible for an honorarium of EUR 250 per day with a normal
limitation to EUR 500 for meetings longer than 2 days.

The following panels should be considered as eligible COST panels for honoraria:

* Actions Final Evaluation Panel
The composition of areview/assessment panel is defined by COST doc. 205/08, Guidelines for
Assessment, Monitoring, Evaluation and Dissemination of Results of COST Actions.

* External Expert Panel (EEP)
Panels assessing the Full Proposalsin the COST Open Call, as defined by COST doc. 205/08.

* Other Pandls

Any other panel or task arranged by the COST Office with the explicit information that honorariawill be
paid (eg those defined by COST doc. 205/08).
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8.2.3. Honoraria for remote written evaluation

Each assessor/evaluator (including DC members and DC experts) taking part in a remote written
evaluation is eligible for a honorarium of EUR 100 per evaluation. Participation in remote written

evaluation may take place:

* In case of Actions Final Evaluation;
* In case similar written reports are requested by the COST Office with the explicit information that

honorariawill be paid.
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9. Subsidies

9.1. Introduction

9.2. Procedures
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9.1. Introduction

It may be considered necessary by a Management Committee (MC) or Domain Committee (DC) to
request subsidies to review, co-ordinate, evaluate or summarise the results of its activities or to prepare a
document or booklet for use by the broader scientific community (this does not include the annual or
final reports of the Action). Funds may be requested from COST for such an activity, again through the
COST Office. The amount of the subsidy is usually a contribution (percentage) to the total estimated
budget of the activity. The MC or DC that requested the study to be done is responsible, in collaboration
with the Science Officer, for its implementation and for requesting and approving the relevant reports
within the forecast time schedule.

9.2. Procedures

The COST Office can provide subsidies for COST related activities in awide range of activities. The
subsidies can be financed by the Actions budget if the activity is a specific Action related issue. The
subsidy can also be funded viathe central synergy budget if the activity isin the general interest of
COST.

The approval of an application for a subsidy will be the responsibility of the COST Office. The details of
the subsidy contract will be individually organized on an ad hoc basis following the normal COST
Office procedure:

* Application for asubsidy by beneficiary sent to COST Office with supporting documents (detailed
proposal, support by MC or DC if applicable etc.);

 Approval from the COST Office;

* Budget allocation and registration at COST Office and issue of reference number;

* Acceptance letter to beneficiary issued by COST Office to be signed and returned by beneficiary;

» Payment request (Form issued by COST Office, signed by beneficiary and sent to Office with
supporting documents);

» Payment by COST Office via ESF payment section after receipt of deliverables and approval of MC
and COST Office.
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10. Strategic Workshops/Conferences

10.1. Introduction
10.2. COST/ESF High Level Research Conferences

10.3. Strategic Workshops
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10.1. Introduction

Strategic Workshops/Conferences give COST an opportunity to develop outreach to the scientific
community through the organization of larger conferences or specific workshops where a COST Action,
or several COST Actions can interact with experts drawn from the scientific community at large. The
first of theseis organized conjointly with the European Science Foundation to create a partnership
bringing together both junior and more experienced researchersin aresidential setting to debate and
exchange ideas at the forefront of research on specific topics, related to the Actions. The second scheme
isrun on aflexible, bottom-up approach by the COST office.

10.2. COST/ESF High Level Research Conferences

The COST Office can provide support for COST/ESF High Level Research Conferences. Normally only
the COST related part will be funded from the COST Office.

The approval for the support of a COST/ESF High Level Research Conference will be the responsibility
of the CSO President and the CEO of ESF based on arequest by the COST Office Director. The details
of the support arrangement will be individually organized on an ad hoc basis following the procedures
below.

10.3. Strategic Workshops

The COST office can provide support for Strategic Workshops on an ad hoc basis. This may be a COST
only event, or with an outside partner in which case costs are to be equitably shared.

The approval for the support of a COST Strategic Workshop will be the responsibility of the director of

the COST Office. The details of the support arrangement will be individually organized on an ad hoc
basis following the procedures below.
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11. Non-COST countries/Near Neighbours
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Update history

13/06/2007 Amendment (countries with reciprocal arrangements)
05/01/2009 Amendments to the introduction and eligibility parts
18/06/2009 Amendment (reciprocal agreement with South Africa)
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11.1. Introduction

The participation of institutions from non-COST countries and international organisationsis based on
mutual benefit and is governed by the "Guidelines for Assessment, Monitoring, Evaluation and
Dissemination of Results of COST Actions’ (COST doc. 205/08). This mutual benefit is described in the
request by the Management Committee (MC) of the respective Action and basis for the approval from
the Committee of Senior Officials (CSO).

Any Body of the European Community and any European Intergovernmental RTD Organisation,
referred to as "European bodies’, may participate in a COST Action (COST doc. 270/07).

11.2. Eligibility

Normally the COST Office does not reimburse participants from non-COST country institutions.
Consequently, each participating institution will reimburse its scientist for his/her travel and subsistence
costs. However, some special provisions exist, as described below.

Participants from formally approved institutions from Near Neighbour countries are eligible for
reimbursement of their travel and subsistence costs. The Near Neighbour countries are: Albania, Algeria,
Armenia, Azerbaijan, Belarus, Bosnia and Herzegovina, Egypt, Georgia, Lebanon, Lybia, Moldova,
Morocco, The Palestinian Authority, Russian Federation, Syria, Tunisia and Ukraine.

Participants from institutions from countries which have areciprocal arrangement with the COST Office
should refer to the chapter " Reciprocal pilot schemes'.

Participants from European Bodies are not eligible for reimbursement, unless there are special
provisions decided by the CSO.

In particular cases scientists from non-COST countries can be reimbursed from the Action's budget
under the condition that the scientist has been formally invited as "invited expert” for a specific meeting.

11.3. Finance

* Near Neighbours

When supporting scientists from Near Neighbour countries reimbursements can be made by the COST
Office within the limits of the financial rules and conditions for COST reimbursements and subject to

available funds. The procedure is the same as for other participantsin COST meetings.

* Countries with reciprocal arrangements
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The financia contribution provided by the COST Office for a European scientist travelling to an
institution with reciprocal arrangement for this country, thisis afixed grant of EUR 2 500 per visit
maximum, except through specia justification. This would comprise travel expenses of up to EUR 1 700
and adaily alowance of EUR 150 for accommodation and meals expenses, to atotal not exceeding
EUR 2 500.

For researchers from countries with reciprocal arrangements travelling to Europe, the total grant would
not exceed an equivalent amount of EUR 2 500 per visit.

11.4. Application Procedure

COST Actionsinvolving official participants from countries with reciprocal arrangements are eligible to
draw on these funds. Applications for funding would be made jointly by the scientists seeking funding,
or by their employers, as approved non-COST country participants in the respective COST Action.
Applications would be forwarded to the COST Action Chair for endorsement and submitted to the
COST Office and the implementing agent for the respective country with reciprocal arrangements.

Applications would be considered independently by the COST Office and the implementing agent for
the respective country with reciprocal arrangements, in accordance with COST’ s financial rules and
procedures for STSMs. The COST Office Director and the implementing agent for the respective
country with areciprocal arrangement would form their own views as to the applications’ suitability for
funding, and make recommendations for support or otherwise.

The implementing agent for the respective country with areciprocal arrangement would consult with the
COST Officetojointly consider the two sets of recommendations and, where both parties agree, make a
final decision for funding approval. Normally, for the initial period, applications would be treated in
order of receipt.

11.5. Funding

* Near neighbours: a sum of EUR 100 000 has been set aside for this sub-instrument. The funding is
coming from the COST Actions budget line.

» Countries with reciprocal arrangements: within the strategic budget line, as the appropriate amount will
be set aside in order to cover the reciprocal arrangements as decided by the CSO (doc 211/07).
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11.6. Reciprocal pilot schemes

Pilot schemes are presently implemented to explore the potential benefits for the impact of COST
Actions of global networking as atool to foster knowledge creation and exchange. All these activities
are based on the mutual interest to network outstanding (in particular young) scientists.

To pave the grounds for such a‘light' approach COST provides a good base leading to the devel opment
of further interactions, leading e.g. to participations in EU R& D programmes or other bilateral research
projects.

The CSO decided, on a bottom-up initiative from several COST Actions, to implement pilot schemes
with Australia, New Zealand and South Africa and asked the COST Office to attribute a budget to
reciprocate the respective funds. The schemes started in July 2007 and will run as pilot schemes until
June 2009.

The COST Office has concluded agreements with the Australian Academy of Science, the Royal
Society of New Zealand and the European South African Science and Technology Advancement
Programme (ESASTAP) respectively to implement those schemes. Both implementing agents have
been allocated dedicated funds from their governments to support the participation of researchers from
their countriesin COST Actions.

After an assessment of the impact of the schemes the CSO will decide in June 2009 on the form and
continuation of these reciprocal arrangements.

At present, the COST side of the reciprocal schemesisimplemented as a specia kind of STSMs funded
in addition to the Actions normal budget. The Australian/ New Zealand/ South African implementing
agents provide grants of asimilar value to facilitate their researchers' travel to join the Actions meetings.

1) To beinvolved and benefit from this new scheme, Australian/ New Zealand / South African
resear cher s should follow the following steps:

1.1 Prerequisite for Australian/ New Zealand/ South African researchersto seek funding from the
Australian Academy of Science/ Royal Society of New Zealand / European South African Science and
Technology Advancement Programme is that the applicant has been accepted as a "non COST
institution™ participant in the Action whose meeting(s) the Australian/ New Zealand/ South African
researcher is seeking funding to attend.

1.1alf thisis not the case the Australian/ New Zealand/ South African host must first submit a request
(to the Action Chair) to become a"non COST institution" participant in the Action, following the
process outlined as section 3. In the interests of time step 1.2 may begin once the MC of the Action has
approved the request (step 3.3), however the request must still pass through the DC and CSO/ JAF
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approval processes.

1.2 The Australian/ New Zealand/ South African researcher whose institution is already a "non COST
institution™ participant in a COST Action (or who has completed step 3.3) and the Chair of the Action
will decide on which of the Action’'s meetings the Australian / New Zealand/ South African researcher
should attend (to ensure the highest mutual benefit). The Action Chair will send an invitation to the
Australian/ New Zealand/ South African researcher to participate in the selected meetings.

1.3 The Australian/ New Zealand/ South African researcher will submit thisinvitation and a request
specifying the funding sought for this mission to the Australian Academy of Science, the Royal Society
of New Zealand or the European South African Science and Technology Advancement Programme,
copied to the COST Office (AO responsible for the Action and Director). Thereis no limitation on the
number of consequent applications for one researcher.

1.4 Following internal procedures, the Australian/ New Zealand/ South African researcher will receive
the confirmation of the grant approval, on afirst-come first-served basis, within approximately one
month, provided funds are available.

1.5 Travel takes place

1.6 Australian/ New Zealand/ South African researcher submits two reports to the Australian Academy
of Science/ Royal Society of New Zealand/ European South African Science and Technology
Advancement Programme: a 30 day report and a 12 month report. Both reports will be copied to the
Director of the COST Office.

2) To beinvolved and benefit from this new scheme, European COST Action participants should
follow the following steps:

2.1 Prerequisite for an application for the extra-Action-budget funding of an STSM to Australia/ New
Zealand/ South Africaisthat the institute to be visited in Australia/ New Zealand/ South Africaisa"non
COST institution™" participant in the Action from which an European participant is seeking to travel to
Australia/ New Zealand/ South Africa.

2.1a- If thisis not the case the Australian/ New Zealand/ South African host must first submit a request
(to the Action Chair) to become a"non COST institution" participant in the Action, following the
process outlined as section 3. In the interests of time step 2.2 may begin once the MC of the Action has
approved the request (step 3.3), however the request must still pass through the DC and CSO/ JAF
approval processes.

2.2 The Australian/ New Zealand/ South African researcher, the travelling COST Action participant and
the Chair will decide on the format and timing for the trip to Australia/ New Zealand/ South Africa that
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will deliver the highest mutual benefit. The Australian/ New Zealand/ South African host will write to
the Action Chair formally inviting the COST Action participant who will make the trip.

2.3 The Chair will send this letter and a request specifying the funding sought to COST (A O for the
Action, cc Director). There is no limitation on the number of consequent applications for one researcher.

2.4 Following internal procedures, the AO for the Action will approve the funding on afirst come first
served basis subject to the COST guidelines for such (special Australian/ New Zealand/ South African
reciprocal STSM) missions.

2.5 COST Action member completes an online Australia/ New Zealand/ South Africa STSM request (
http://www.cost.esf.org/stsm).

2.6 Travel takes place

2.7 COST Action member who travelled to Australia/ New Zealand/ South Africawrites a short report
on the travel and submitsto COST Office (AO for the Action) with a copy to the Australian Academy of
Sciences Royal Society of New Zealand/ European South African Science and Technology
Advancement Programme and submits reimbursement request.

2.8 Reimbursement takes place.

3) In order for COST Action members or Australian/ New Zealand/ South African researchersto be
eligible to benefit from this schemethe institution in Australia/ New Zealand/ South Africamust be a
"non COST institution™ participant in the Action. If thisis not the case then the following steps must be
followed:

3.1 If no formal contact has been established with the COST Action Management Committeein
question, Australian/ New Zealand/ South African researchers need to approach the Chair (of the
Management Committee) of the COST Action with which they wish to collaborate. The database of
COST Actionsincluding contact details can be found at: http://w3.cost.esf.org/actions Together with the
Action Chair, Australian/ New Zealand/ South African researchers will launch aformal request for
participation as anon-COST country institution clarifying the mutual interests in this collaboration, The
Australian/ New Zealand/ South African researcher must write aletter containing sufficient information
to enable the Action Chair and SO to complete the template required under step 3.5. In particular the
following must be addressed:

* Benefitsfor COST and for the COST Action
* Benefits for the Non-COST Country Institution
* Brief description of targeted scientific activities, including Working Groups selected for cooperation
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3.3 The Action Chair will then submit this letter to the Management Committee (MC), at its next
meeting or, in the interests of time to the core group of this Committee by email, for the Action.
Following the Agreement of the Management Committee:

» The Action Chair will submit to the relevant Domain Chair for consideration by the relevant Domain
Committee, and

» The COST Action member and/ or Australian/ New Zealand/ South African researchers can begin the
process(es) of applying to access the reciprocal travel funding allocated by COST (to COST Action
members) and the Australian Academy of Sciences/ Royal Society of New Zealand/ European South
African Science and Technology Advancement Programme (to Australian/ New Zealand/ South African
researchers).

3.4 At each of its six-monthly meetings each Domain Committee considers applications received by
Actionsin the Domain for which it is responsible.

3.5 Following the approval of the Domain Committee the Action Chair and the relevant COST SO
compl ete the template to enable this request to be considered by the CSO/JAF.

3.6 The request is considered by the CSO/ JAF, and following a favourable opinion the Australian/ New
Zealand/ South African researcher's institution is now officially a"non COST institution” participant in

the Action.

3.7 The Action fact sheet and all other such documents (on both the COST and Action websites) must be
updated to reflect this.
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12. Conference Grant for Early Stage Researchers

12.1. Introduction

12.2. Rules and procedures
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Update history
25/03/2008 New instrument (COST doc. 212/07)
04/06/2008 Short scientific CV added to application
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12.1. Introduction

Each Domain offers max. 3 supporting grants (max. EUR 3 000) per year for Early Stage Researchers
(lessthan PhD + 10 years) to participate in an international conference outside of the COST Action
activities.

12.2. Rules and procedures

In order to be eligible for this grant, an accepted oral contribution is required.

The grant can be used to cover travel and subsistence costs, conference fees, and the costs of conference
workshops.

The selection process is made by written procedure (see COST 212/07, Annex 4):

 awritten application (through the COST Office/Grant holder) will be submitted to the Executive group
of the Domain Committee viathe Chair of the Action. The application will contain the following
information : Personal data and short scientific CV of applicant, Short description of involvement in the
respective COST Action (300 words), Relevant data on Conference to which the applicant wantsto
participate, Copy of Abstract submitted to the Conference, Proof of acceptance of Abstract by the
Conference;

» the selection will be based on alist of criteria (to be defined by the Domain Management Committee);
* preparation of a short list of max. 3 applications by Domain Committee;

» Final decision shall be taken by written procedure by DC Chair and 2 members of the Executive Group
of the Domain three times per year for one grant each.

After the Conference, a short written report will be sent to the DC and the MC of the respective Action
viathe COST Office/Grant holder.
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13. Exceptions

13.1. Principle
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13.1. Principle
Any deviation from the above rules needs the explicit agreement from the COST Office.
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