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FOREWORD AND SCOPE 

The pre-accession financial assistances provided to the candidate and potential candidate countries 
has been organised as Instrument for Pre-Accession Assistance (IPA) as of 2007. Türkiye has also 
been positioned as IPA beneficiary as of this date as a country having candidate status. The general 
objective of IPA is to ensure alignment with EU Acquis, to improve the capacities of beneficiary coun-
tries as well as to develop capacity for economic and social harmonisation. 

The period of 2007-2013 in accordance with the European Union Multiannual Financial Framework 
(MFF) is called as IPA Period and the period of 2014-2020 is called as IPA II period. In this context, the 
sectors to be supported in the current period of IPA II are democracy and governance; rule of law and 
fundamental rights; environment and climate actions; transport; energy; competitiveness and innova-
tion; education, employment and social policies; agriculture and regional development and regional 
and territorial cooperation. In the projects financed within the scope of IPA, 85% of the total contribution 
is provided by the European Union and 15% by Türkiye. 

Operating Structures and Contracting Authorities have been determined for each sector. Within this 
scope, Directorate of European Union and Financial Assistance of the Ministry of Family, Labour and 
Social Services has been delegated as Operating Structure and Contracting Authority for Employment, 
Education and Social Policies Sector. In accordance with its designated tasks, the Directorate shall be 
responsible for the preparation of the Operational Programme, management of tender and evaluation 
processes, preparation of contract, implementation of the grant projects concluded between the par-
ties, payment, keeping accounting records, monitoring and reporting. 

This guideline

•	 is related to grant schemes developed within the scope of the Employment, Education and Social 
Policies Sectoral Operational Programme (EESP SOP); 

•	 highlights issues to be considered by the institutions and agencies that can apply for the grants; 

•	 entails information regarding the methods to be followed for the preparation of the grant projects 
that can be financially supported; 

•	 compromises required guidance for accurate and full preparation of the application documents of 
grants and therefore contributes to the prevention of possible irregularities and problems in the fu-
ture. 

It should be noted that the issues covered in this guideline shall solely be applicable to the grant 
schemes published within the scope of EESP SOP. Therefore, it should be taken into account that the 
conditions and processes set within the scope of other sectoral programmes and community pro-
grammes and set within the scope of the programmes developed by regional development agencies 
and Small and Medium Industry Development Organisation (KOSGEB) may be different. On the other 
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hand, it should be remembered that each grant scheme might entail some differences as per its own 
guideline. 

EESP SOP* has been developed on the basis of 3 actions namely, employment, education and social 
policy. The activities included in each action are summarised below: 

EMPLOYMENT EDUCATION AND TRAINING 
SOCIAL POLICY AND  

INCLUSION 

This action aims to make em-
ployment accessible, to im-
prove the working conditions 
and to strengthen policy mak-
ing and implementation pro-
cesses. The activities under 
the employment action are as 
follows: 

•	 Activity I.I: Promoting De-
cent Work

•	 Activity I.II: Promoting Em-
ployment and Employability

•	 Activity I.III: Supporting 
Employment Policy-making 
and Implementation for 
Better Services

This action aims to create a 
flexible, transparent, innova-
tive and qualification-based 
education system where all 
the segments of society find 
learning opportunity. The activ-
ities under the education and 
training action are as follows: 

•	 Activity II.I: Improving the 
Quality of Education and 
Training,

•	 Activity II.II:  Increasing 
Educational Attainment and 
Skill Levels by Providing 
Access to All

•	 Activity II.III: Strengthening 
the National Qualifications 
System and Promoting LLL 
& Adaptability 

This action aims to ensure 
social inclusion of people with 
disadvantages by facilitating 
their access to employment, 
health and social protection 
and by combating discrimina-
tion, exclusion and poverty. 

The activities under the social 
policy and inclusion action are 
as follows:  

•	 Activity III.I: Improving the 
capacities of policy makers 
and service providers for 
the purpose of creating an 
infrastructure for compre-
hensive social policy and 
inclusion, 

•	 Activity III.II: Facilitating the 
access of disadvantaged 
individuals to social pro-
tection services and labour 
market and combating dis-
crimination, exclusion and 
poverty. 

For more information about İKGSOP, you should check www.ikg.gov.tr adresine
(http://www.ikg.gov.tr/wp-content/uploads/pdf/24032017_IESP_SOP.pdf).
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A. INTRODUCTORY INFORMATION

A.1. When and How a Project Application is Made? 

In order to get informed about a call for proposals launched within the scope of EESP SOP, the official 
site of www.ikg.gov.tr and the links of the EU presented below should be regularly visited. Within the 
scope of EESP SOP, there are no permanently open calls; however, the call for proposals are launched 
in specific areas periodically in accordance with the current conditions and the priorities of the Country. 
In order to prepare a grant project for the calls for proposals announced in this regard, primarily the 
Guideline of the announced scheme and its annexes should be carefully studied. Except for the calls 
for proposals announced formally, the individual project ideas cannot be financed. 

Website of the European Commission 
Website of the EESP SOP  

Contracting Authority 
https://webgate.ec.europa.eu/europeaid/online-services/index.cfm?do=publi.
welcome&userlanguage=en

http://ihale.ikg.gov.tr/list.aspx?lang=tr

http://www.ikg.gov.tr/ (Tender Announcements – 
Type: Grant)

Within the scope of EESP SOP; 

•	 objectives of grant scheme

•	 eligibility criteria for the applicants of schemes

•	 eligible activities and expenditures within the scope of the scheme and 

•	 the maximum and minimum limits of the grant amounts that can be provided to each project agreed 
to be supported

•	 how and according to which criteria project proposals are evaluated 

•	 how to fill in the Application Forms and documents to be annexed

•	 the procedures to be applied during the application 

are specified in the guideline for applicants and application package published in the above-men-
tioned internet address. 
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The call for proposals can be made in two forms, namely open and restricted. 

Restricted Call for Proposals 

In principle restricted call is made, and in this procedure in the first stage, only Concept Note is pre-
sented -starting from the date of publication of the call- by the applicants until the deadline of applica-
tion set in the Guideline for Applicants (minimum 45 days). Afterwards, the applicants whose Concept 
Notes are accepted are invited to present the Full Application Form. 

Open Call for Proposals 

AdditiIn open calls applied in exceptional cases, the institutions and agencies complying with the crite-
ria set in the Guideline for applicants present their full application package with the Concept Note within 
90 days starting from the publication of the call. If the amount of the grant to be allocated for each grant 
project in open call is €100,000 and less, 60 days is given. 

Additionally, questions in writing can be addressed to the Contracting Authority for the issues 
which are not understood or not included in the Guideline for applicants. The questions should be 
delivered to the e-mail address indicated in the Guideline for applicants latest 21 days before the 
deadline of the applications. The questions shall solely be responded by means of the mechanism of 
“frequently asked questions”, and the clarifications delivered in writing to the e-mail address shall be 
published on the web site of the Contracting Authority latest 11 days before the deadline. Besides, 
the Contracting Authority can publish corrigenda when a need for amendment and explanation aris-
es regarding any issue. In this process, the corrigendum prepared by the Contracting Authority and 
clarifications shall be binding and shall be deemed as an integral part of the Guideline for applicants. 
Therefore, the announcements on the web site of the Contracting Authority shall be followed in order 
to get informed about any explanations published by the Contracting Authority, and the frequently 
asked questions in addition to the Guideline for applicants and the corrigenda, if any, should be 
carefully examined. 

The grant component as the other components within the scope of IPA should not be considered 
as donation. It should be noted that the financial support is provided for the implementation of the 
project. Including the evaluation of the project, awarding the project, implementation and reporting 
there are detailed procedures to be followed during all stages and significant red tape stemming 
from the rules. These rules set for all stages are followed by the Contracting Authority. Should 
these rules are overlooked, even if with goodwill, significant loss in labour force, time and financial 
losses can arise. 



10 11

A.2. Which Projects Can Be Financially Supported? 

In the selection of grant project, the processes of qualifications and competition are applied. 

Qualification

For a project to reach the evaluation phase where the projects will compete with each other, primarily 
the project should meet the administrative conditions that are explained in detail in Guideline for ap-
plicants. Secondly, the applicant should have sufficient financial and operational capacity. In 
cases where this qualification criteria are not met, it is not possible for the project to benefit from the 
scheme no matter how qualified, innovative or original the project is. 

Competition

Among the projects considered to be qualified, sorting by scoring is also made, and the total 
amount of the fund is allocated to the successful projects by scoring them from the one with the 
highest score to the one with the lowest score. In other words, because the projects with highest 
scores use the budget allocated for the grant scheme, some projects may not be funded even 
though they are deemed successful by being over the minimum score and being found adminis-
tratively qualified.

 Project is a sum of the planned activities where financial, physical and human sources are 
brought together to attain clearly defined objectives and to produce results with a certain bud-
get during a predetermined period in a specific location.

In general, a project is expected to produce an innovative, sustainable and improvable output or result. 
Therefore, for instance, standard work processes following and repeating the current procedures of an 
organisation are not considered as a project. 

•	 The project limits called as the project triangle as well (time-period, cost and scope) should be 
clearly described in the project. Thus, it is not possible to support a project whose period, budget 
and scope cannot be determined in advance.  

•	 It is required that a project be composed of various interlinked activities complementing each other 
and is designed as a set of activities.  For example, organisation of single activities such as a con-
ference or workshop, implementation of an international study visit does not constitute a project. 

•	 A project should contribute to the resolution of a problem, should satisfy a need or foresee utilisa-
tion of an opportunity. A project is out of question if there is not a problem, need or opportunity. 
A project should not be prepared solely for such purposes as getting grant, benefiting from funds, 
gaining experience and prestige. Within this framework, preparing a grant project which has been 
financed by past or current schemes by adapting it to the new grant scheme, a frequent practice, or 
preparing a project only with the method of copy/paste cannot be accepted. 
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•	 Each grant scheme is developed for one or more of the actions under the activities of employment, 
education and social policies within the scope of EESP SOP. In EESP SOP, “investment in human 
being” is a priority, and works are not considered as eligible cost. 

•	 The objectives and priorities of the grant scheme are indicated in Guideline for applicants. The 
identified problems and needs should be directly relevant to the purpose and priorities of the grant 
scheme and should contribute to the objectives set in the Operational Programme. 

•	 The relevance of the project to the objectives and priorities of the programme are evaluated 
by examining the Concept Note and over 20 points. A Concept Note with 50 points is composed of 
a relevance part of 20 points and project design of 30 points and, solely the Concept Notes receiving 
at least 30 points can qualify for the next stage. 

Before starting the preparations of a project to request financial support within the scope of a grant 
scheme and filling in the Application Forms, reading following relevant documents and understanding 
the criteria set in these documents is the first and most significant step of a successful application 
process. 

• Guideline for applicants 

• frequently asked questions and the clarifications 

• and the Clarifications  or Corrigenda of the Guideline for applicants, if any.

•	 Special requirements of the Grant Scheme, if any, are explained in the Guideline for applicants. 
Thus, added value related issues, cross-cutting issues, whether there is an obligation to act together 
with a co-applicant should be checked in the Guideline for applicants, and actions should be taken 
as per these special conditions. 

These conditions determined specifically for the grant scheme should be taken into consideration at 
the phase of administrative checks and at Concept Note or Full Application Form evaluation phases. 
Applications prepared by not complying with what has been specified the Guideline for applicants re-
garding these conditions can be disqualified during the phase of administrative check or can get low 
scores in the further phases for these reasons. 

•	 Project budget has a weight of 15 points over 100 points. In some grant schemes, it is requested 
that the project budget and its cost-effectiveness should be at a certain efficiency. For instance, it 
may be stated that the applications scoring less than 10 points at this part are disqualified. For this 
reason, project activities should be reflected to the budget properly, and there should be a sufficient 
and reasonable ratio between the estimated costs and the results. 

•	 Moreover, it might be useful to examine the projects financed within the scope of the previous 
grant schemes to get an idea. The information about these projects is accessible via the following 
web sites: 

 www.ikg.gov.tr - (“Projects” section) http://www.ikg.gov.tr/projeler/proje-haritasi/  
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A.3. Which Organisation’s Projects Receive Grant Support? 

Only not-for-profit organisations which have a legal entity and can be directly responsible for the 
preparation, management and implementation of the project without acting as a mediator can make an 
application by submitting a project proposal. 

Different cases are foreseen for each call for proposals, and limitations may also be imposed on the 
types of the organisations which can make application in the section “2.1.1 Eligibility of the applicants” 
in the Guideline for applicants. Within this scope, it might be stated that some types of organisations 
like municipalities and development agencies cannot be applicants for some grant schemes. On the 
other hand, such institutions as schools etc. as well which do not have an independent legal entity from 
governmental legal entity are mentioned as eligible applicants from time to time in the Guideline for 
applicants, and this can be a derogation to the condition of having a legal entity. Therefore, Guideline 
for applicants, its annexes and the corrigenda if any, and the answers given to frequently asked ques-
tions by the Contracting Authority should be meticulously examined. 

The organisations meeting the conditions of application also should have sufficient financial resourc-
es, sufficient financial and management capacity to implement the proposed project, should have 
project management experience and technical expertise. 

The institutions failing to meet these conditions may fall behind their competitors as they receive low 
score in the relevant areas in evaluation phase because financial and operational capacity will be sco-
red over 20 points during the evaluation of the full application package, and the applications scoring 
less than 12 points in total will be rejected. 

The budget of a successful project agreed to be supported is composed of the sum of the grant 
amount to be covered within the scope of grant scheme and the co-financing that the Beneficiary is 
obliged to provide. Each grant requested within the scope of the relevant call should be between the 
minimum and maximum percentages of the total eligible cost of the project. 

On the other hand, in case of projects agreed to be supported whose implementation period is less 
than 12 months, advance payment of 80% from the grant amount will be made at the beginning of 
the implementation. For instance, if the grant to be provided from the scheme for a project whose total 
budget is €100 thousands and the implementation period does not exceed 12 months will be at the 
maximum rate of 90%, then €72 thousands advance payment will be made. Since the final balance 
payment of €18 thousands will be made upon the finalisation of the project, it should be taken into 
consideration that a finance of €28 thousands Euros including the co-financing by the applicant (ben-
eficiary) will be needed in order to implement all project activities on time. Payment of more than one 
advance payment is possible for the projects longer than 12 months; however, under no circumstances 
can their total exceed the 90% of the grant amount. The remaining 10% balance payment is made 
upon the finalisation of the project. 
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In addition, it will be required to ensure the sustainability of the project and continuity of the ben-
efits within the project scope and to meet the operation and maintenance costs of the purchased 
equipment or the established facilities, if any. 

On the other hand, it might be required to meet the expenses which are essential for the implementa-
tion of the project and which could not be covered within the scope of the project because they are not 
foreseen in the project budget or are considered ineligible. 

Therefore, it is important to have the financial capacity to meet at least the co-financing amount 
and possible additional expenses not foreseen in the project, and to provide the necessary fi-
nancing for the sustainability of the project until the final balance payment is affected.

The eligibility of the applicant will be confirmed through the legislation and articles of organisation, 
external audit report prepared in the last financial year, profit and loss account statement belong-
ing to the last closed year and balance sheet, circular of signature and the official documents 
proving that he/she has fulfilled the obligations regarding the tax payment. 

A.4. 10 important points to be considered while deciding to apply for financial support 

Project application and evaluation processes may take long time. Completion of all the necessary 
phases starting from the publication of a call for proposals in a grant scheme within the scope of EESP 
SOP and finally signing the project contracts and moving to the implementation period may take 1,5 - 2 
years. Thus, it will not make any sense to request financial support for the projects regarding the needs 
and problems that should be resolved immediately or that are temporary in nature. From this regard, it 
will be useful to examine the timeline included in the section 2.5.2 of Guideline for applicants in order 
to find out about the possible dates of all relevant phases. 

1. Call for proposals can be made in two forms, namely open and restricted call for proposals. The 
stages in both of the procedures and timelines are presented below: 
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2. Works are not eligible costs within the scope of EESP SOP. In cases foreseen in the project budget 
and where necessary and in very restricted cases, necessary renovations and arrangements only 
in the current structures that are in the ownership of the beneficiaries are allowed. It should be 
noted that costs associated with the renovation of a real estate to be temporarily rented from the 
project budget will constitute ineligible costs. Moreover, in some grant schemes, some restrictions 
might have been imposed for procurement of machine and equipment such as a certain ration of 
the project budget. 

3. The procedures stipulated by procurement legislation should be followed in purchase of supplies 
and services. In purchase of supplies or services to be made within the scope of the project budget 
and small-scale works renovations, principles of the EU such as avoiding from conflict of interests 
in procurement and rules of nationality and origin should be observed. Institutions and organisa-
tions subject to Public Procurement Law (PPL) no. 4734 in procurements within the scope of the 
national budget should comply with the procedures in national public procurement law in Türkiye 
for procurements in the EU-funded grant projects in which they are grant beneficiaries. National 
and international organisations that are not subject to the PPL can carry out their own procurement 
processes as long as they comply with PRAG and basic EU principles. It should be noted that in 
all cases, procurement cannot be made from blacklisted enterprises and in all the tender process-
es ex ante controls and subsequent examinations will be made by the auditors authorised by the 
Contracting Authority and the EU. 

4. The legislation regarding accounting should be followed. The organisations implementing projects 
should ensure the accuracy and order of the accounts belonging to the project budget by using 
the suitable accounting and double entry bookkeeping system. Public administrations, which are 
the grant beneficiaries included in the tables (I) and (II) attached to the Law No. 5018, such as 
universities and schools affiliated with MoNE, should manage and account for their project bank 
accounts and budgets with the Office of Registration or Directorate of Goods in accordance with 
the relevant legislation (Regulation on Expenditure and Accounting of Grant Amounts Transferred 
from the Sources of the European Union and International Organizations to Public Administrations 
for Projects published in the Official Gazette No. 26713 and updated with the Official Gazette No. 
27330 in 2009). 

5. All expenditure and procurements should be notified to the Ministry of Treasury and Finance. Expenses 
incurred within the scope of the projects are exempted from value added tax (VAT), and therefore the 
beneficiary institutions should incur the project expenditures by receiving tax exemption certificate at 
the beginning of the project and should report these expenditures to the relevant tax offices with notifi-
cations at certain periods. 

6. All the expenses should be verified by an independent auditor / authorised expenditure verifier. In 
each grant project, the costs are audited by one certified public accountant or independent ac-
countant and financial advisor to verify whether they are real, accurate and eligible according to 
the project contract. Certified public accountant or independent accountant and financial advisor 
also examines the income of the project and prepares an expenditure verification report. The cost 
regarding the expenditure verification report can be covered from grant budget. 
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 There are important conditions and restrictions regarding the personnel who can receive fee from 
the grant amount. It is not possible for the persons represented in the management of the organ-
isation implementing the project, such as the President of the Association, or the personnel who 
already have an ongoing labour contract with the organisation to be assigned to the project and to 
receive fee from the grant amount due to the principles of prohibition of double financing, sustain-
ability and conflict of interest. The fees that these persons receive from the implementing organisa-
tion if they are assigned to the project can be considered co-financing. On the other hand, it should 
be noted that public officials like academicians and civil servants can be assigned to the project to 
the extent that the legislation in effect to which they and their organisations subject allows it. The 
clarifications of the Contracting Authority should be followed regarding cases like this. 

7. The legislation regarding insurance requirements should be followed. As per the Labour Act no. 
4857 and the Law on Social Insurances and Universal Health Insurance, the personnel to be as-
signed within the scope of the project should be notified to the Social Security Institution with 
“statement of employment” within the period stipulated by the law. On the other hand, in cases 
where vocational courses for the target groups will be implemented under the scope of the proj-
ect, it should be remembered that “occupational accident and occupational disease insurance”, 
stipulated by the law, should be issued for the trainees and that the insurance payment should be 
made to the SSI. 

8. All payments should be recorded. The payments made within the scope of the project should be 
realised via bank transfer and should be registered in the management information system of the 
Contracting Authority (Projematik). 

9. It should be noted that each expense item should be documented with at least one of the ‘Docu-
ments’ like invoice, sales slip, self-employed invoice, pay slip (payroll) and note of expenses. 

10. One should be prepared for the monitoring and audits by competent authorities. The authorities 
from the Contracting Authority and the EU and the auditors responsible for audit may pay technical 
and thematic monitoring visits at all phases and can participate in the tenders within the scope 
of the project as observer, and on-the-spot checks can be made without providing information in 
advance. 
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B. DEVELOPING THE PROJECT CONCEPT

Meeting the qualifications standard explained in the first part is not enough by itself for giving the de-
cision of awarding financial support to the project. The project should get higher scores compared to 
other proposals and should rank at top places during the competition process because each Appli-
cation Form will be evaluated by an evaluation committee specialised in the field of the targets and 
priorities of the grant scheme and independent assessors, if any, by giving numerical scores and will 
be subjected to a ranking. 

For this, logical framework approach which is a systematic project management approach adopted by 
the EU should be utilised starting from the design of the project, and analysis and planning process 
which will create an infrastructure for the project should be operated. These phases are important in 
terms of explaining the need for project idea and for creating the backbone of the project. 

European Commission adopted the approaches called “project cycle management” and “logical 
framework approach” as the primary tools in the design and management of the projects since 1992. 

Project Cycle Management is a term utilised to describe the management activities used through the 
cycle of a project and the decision-making procedures. The whole lifecycle of a project starting with the 
conception of project idea and continuing until the project finalisation is not deemed as a linear process 
but as a cyclic process. Because it is expected that experiences gained and lessons learned during the 
implementation of a project are taken into consideration in upcoming project design phases. 

Logical framework approach allows the project idea and the information regarding this idea to be an-
alysed in a structured manner and to be organised. Therefore, important questions are raised, weak-
nesses are identified, and the decision makers may give decisions more consciously by better compre-
hending the logic, purposes and objectives of the project and the way they will be utilised. 
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One of the mistakes frequently made during the project preparation is to start by determin-
ing activities or objectives before the identification of the problem and the current situation clearly. 
The activities to be developed without uncovering underlying reasons of a problem and knowing 
the situation of the ones experiencing the problem in real life may not turn out to be helpful for the 
elimination of the problem. In this regard, first the current situation should be analysed, problem 
and stakeholder analyses should be conducted simultaneously, and the process should be com-
pleted with the objective and strategy analyses. Only then should the project forms be filled in. 

Another weakness at this point is recognising that the current situation and problem are not ex-
actly known yet and will be clarified with the activities to be implemented in the initial months of the 
project. The chance of a project proposal to be awarded is directly proportional to the problem and 
needs analyses required to be undertaken in advance.

Phase 1: Current situation analysis 

In this phase, current conditions of the problems attained to be solved and target groups are clarified, 
and local and regional features of the project implementation field are determined. To this end, primarily 
present and secondary resources should be referred to, necessary pre-preparations and assessments 
should be made, and these should be compiled in the form of a brief report: 

•	 Primarily, studies, findings, reports and statistical information previously completed and directly rel-
evant to the topic are examined. 

•	 Secondly, indirect issues like the socio-economic and cultural features of the project location, level 
of development, strengths and weaknesses and opportunities and threats are analysed and sum-
marised. 

•	 Thirdly, plans, strategies, policies and standards at national and international level as well as at the 
level of the European Union are reviewed, and the differences and gaps are identified, if any. It is 
crucial that the sources mentioned and referred to in these analyses are reliable and verifiable. The 
most important weakness related to this phase is that only subjective evaluations based on obser-
vations are made due to lack of references. In addition, unnecessary use of other unrelated regions, 
countries and even international data should be avoided. 

The most important weakness related to this phase is that only subjective evaluations based 
on observations are made due to lack of references.

In addition, unnecessary use of other unrelated regions, countries and even international data 
should be avoided. 
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Phase 2: Identification of Stakeholders 

In this phase, all the groups that are expected to be affected from the project in the short or long term, 
in a positive or negative way, directly or indirectly should be determined. It is possible to classify the 
stakeholders under four main groups: 

•	 Target groups are the individuals, groups or entities who experience the problem directly and are 
affected directly in a negative way from the identified problem area. From this perspective, target 
group is directly engaged in project activities. 

•	 Final beneficiaries are the ones who will benefit from the impacts of the project anyway, even if in 
the long term when the project attains its objectives though they do not generally participate in 
project activities. This group who will get advantages in social and sectoral terms are also called 
as secondary stakeholders or indirect beneficiaries. For example, 250 unemployed women who will 
receive vocational training in textile sector constitute the target group in a project while their families 
are considered as final beneficiaries though they do not directly participate in the project activities. 
Because when they are supported with vocational training to get a job or when they are supported to 
establish their own businesses, their income level will increase, and their families would be affected 
from the project positively. Similarly, due to the development of production and marketing in textile 
sector, “consumers” will be the final beneficiaries as well. 

•	 Project partners are composed of project partners implementing the project and community, organ-
isations and institutions that provide support to the project. 

•	 Negatively affected stakeholders are the groups who are currently not affected from the current sit-
uation or problem or benefit in some way and therefore could negatively affected from the project. 
For instance, in case free vocational training course is delivered to the target group in textile sector, 
the organisations offering paid courses in this area, if any, might be negatively affected. Similarly, the 
number of the trainees of the public training centres organising free courses in the same way, if any, 
might decrease and some of earmarked sources might remain idle. 

In accordance with the principle of participation, 

• Getting the opinions of the stakeholders by ensuring their active participation starting from the proj-
ect preparation process, 

• Allowing them to describe the problems from their own perspectives and even to share their recom-
mendations 

• Building on stakeholder’s capacity for the implementation of the project 

will contribute to the attainment of more successful results. 

The image suggesting that the decisions are taken unilaterally in accordance with their own views with-
out consulting the stakeholders and the solutions are accordingly produced should not be created. It 
should be considered while the implementation process is continuing in the projects initiated without a 
participatory process, complaints and responds from the relevant persons, institutions or organisations 
that can disrupt the project can be received. 
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Phase 3: Description of the stakeholder analysis and the problem analysis in a realistic and 
sufficiently detailed manner  

Stakeholder analysis and the problem analysis are quite interlinked, and they are the processes that 
should be managed simultaneously. In order to run a participatory process, formal or informal consulta-
tion platforms like meetings and workshops with all parties should be created. It is recommended that 
partners establish cooperation mechanisms prior to the project and sign protocols that foresee their 
gathering at periodical intervals. 

In this phase, a list of problems which is also called problem tree should be prepared in accordance 
with logical framework approach. 

•	 To this end, first of all, the preliminary evaluation report prepared by using the findings obtained from 
secondary sources such as literature review during the current situation analysis is presented to the 
information and opinions of the stakeholders in the workshops to be held,

•	 Secondly, it is required that findings and the current situation be verified by the stakeholders and 
the information that could not be derived from available sources be obtained from the stakehold-
ers. Within this scope, it will be useful to draft semi-structured forms or simpler question forms and 
to conduct face-to-face interviews. Therefore, the stakeholders will be offered an opportunity to 
describe the problems experienced, needs, opportunities and threats as well as the strengths and 
weaknesses and to express their possible solutions. 

•	 Thirdly, problems and undesired situations are randomly listed with “Brain Storming” method with all 
the stakeholders in the meetings to be organised, and each item is written on post-it, and a problem 
tree is created.  Each cause leading to a problem and each effect associated with the problem are 
also written on the post-it. The post-its that are considered as the cause of the problem are placed 
at bottom and those deemed as effects are placed at the top. The cause-effect relationship among 
them is discussed and analysed. 

Example: 

o Main problem: Women cannot participate in labour force adequately. 

o Effects of the main problem: Women cannot contribute to economy because of not being able to 
participate in labour force adequately, and they cannot participate in the social life independently. 

o Causes of the main problem: Women cannot participate in labour force adequately because they 
have cultural barriers, because their vocational qualifications are not sufficient, etc. 
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With problem analysis, it is aimed to establish a bottom-up “cause-effect” relationship among 
the problems specific to the project. 

One of the important mistakes made in problem analysis is the wrong establishment of this 
relationship as required participatory processes are not employed. Moreover, raising quite general 
problems that cannot be solved by a single project is considered among the weaknesses because 
these problems require intervention at regional or national level and are not of the nature to solved 
by individual small projects.

Phase 4: Performance of objective and strategy analyses 

In this phase, means of solution for the problems and the related objectives are determined again with 
the participation of stakeholders. While problem analysis presents the negative aspects of the current 
situation, objective analysis describes the desired situation. In order to simply show how the problems 
in the problem tree will reach the desired point, mostly it would be enough to phrase them in a positive 
way in the objective analysis. Therefore, bottom-up cause-effect relationship established in problem 
tree will be transformed into a tool-objective relationship in the objective analysis, and the problem tree 
will be transformed into an objective tree. 
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In strategy analysis, the connection between the field of activity of the organisations to implement 
the project and the problems to be addressed should be clearly presented. The decision on which 
problems will be addressed is made based on available time and budget as well as the in-
stitutional capacity present because most of the time it is impossible to attain all the objectives 
set in the objective tree solely with a single project. Therefore, it is required to select the most suit-
able and realist objective among the alternatives within the big picture. Thus, the project strategy is 
determined. 

In this analysis, the relevance of the selected objectives to the priorities of the scheme providing finan-
cial support, their technical feasibility, acceptability, their urgency compared to excluded objectives, 
their importance as well as their strategic contributions are taken into consideration. Thus, the strate-
gic contributions of the project are addressed too in this phase. Accordingly, the extent to which the 
project can contribute to the goals and activities formulated by current national policies and plans and 
how much it can interact with them in terms of complementarity is evaluated. Environmental effects, 
the benefits offered to the regional development and disadvantaged groups, the contributions to the 
institutional capacity and local ownership are addressed. 

Phase 5: Development of logical framework and activity matrix

Upon the completion of analysis phase, planning phase commences. In the planning phase, logical 
framework and activity matrix, activity plan and budget are developed. Principally, in restricted call for 
proposals for a grant scheme, the applicants only present the Concept Note in the first phase. 

This package includes: 

•	 Project Concept Note (ANNEX A: Grant Application Form / Part A), 

•	 Check List (ANNEX A: Grant Application Form/Part A-Chapter 2), 
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•	 Statement of the Applicant (ANNEX A: Grant Application Form /Part A-Chapter 3), 

•	 Mandate for Co-applicant(s), if any. (ANNEX A: Grant Application Form/Part A-Chapter 4) 

•	 the Statement of the Affiliated Entity(ies), if any (ANNEX A: Grant Application Form/Part A- Chapter 5).

In the phase of Project Concept Note, ANNEX-B Budget and ANNEX-C Logical Framework 
are not submitted. Budget, logical framework and other relevant documents are requested from the 
applicants who have successfully passed the Project Concept Note evaluation and who are invited to 
present the Full Application Form. In open call for proposals, ANNEX-B Budget and ANNEX-C 
Logical Framework should be presented with the Project Concept Note and all other docu-
ments because the whole application package is submitted in a single process. 

However, as the project should be designed in integrity, the planning phase should be completed to a 
great extent before starting the preparation of the Concept Note. 

First of all, in the planning phase, an overall picture of the project is presented according to the 
data obtained in the analysis phase in a table like below. This overall picture is called “logical frame-
work and activity matrix”. 

Results 
chain Indicator

Baseline 
(Value & 

reference 
year)

Target
(Value & 

reference 
year)

Current value*
(Reference year)
(* to be included 

in interim and final 
reports)

Source and 
mean of 

verification
Assumptions

Impact
Overall objective

Not applicable

Outcome (s)
Specific objec-
tive(s)

*Other Outcomes
*where relevant

Outputs

Activity matrix

What are the key activities to 
be carried out to produce the 
intended outputs

(*activities should in principle 
be linked to corresponding 
output(s) through clear num-
bering)

Means

What are the political, technical, financial, human 
and material resources required to implement these 
activities, e. g. staff, equipment, supplies, operational 
facilities, etc. 

Costs

What are the action costs? How are they classified? 
(Breakdown in the Budget for the Action)

Assumptions

Factors outside project man-
agement’s control that may 
impact on the activities-out-
puts linkage.



26 27

Logical framework matrix (LFM) and logical framework approach (LFA) should not be confused. 
Matrix is an output of the project preparation process which is performed by employing the logical 
framework approach methodology.  The first column of this matrix is actually taken from the objective 
tree finalised in the last step of the analysis phase. Through deductive method, overall objective, spe-
cific objectives and the expected outcomes and also the activities to be implemented to reach these 
outcomes are listed from top to down.  

 
 
  

Overall objective- 
Impact 

Specific 
Objective(s) - 

Outcomes 

Expected Results - 
Outputs 

Activities 

The explanations regarding the first column of the LFM are presented below: 

RESULTS CHAIN

IMPACT (OVERALL 
OBJECTIVE)

Overall objective means the long-term change and impact that the project will con-
tribute together with other projects at country, regional or sectoral level. The impact and 
change are not the result of a single project but of the intervention of all relevant actors 
and stakeholders. 

Overall objective, from the perspective of a grant project, can be one or more of the spe-
cific objectives of a grant scheme. Therefore, each project supported under the scheme 
will be contributing to attain the specific objective of the scheme. Based on the above-
mentioned example, the overall objective can be explained as “Contributing to the suffi-
cient participation of women in labour force”.
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RESULTS CHAIN

OUTCOME(S) 
(SPECIFIC 
OBJECTIVE(S))

Specific objective is the main goal to be reached with the project. It refers to the impact 
focused on behavioural and institutional changes that will arise in the mid-term and direct-
ly result from the project. It is good to have only a single specific objective. However, in 
large-scale projects, other short-term outcomes can be included. The existence of more 
than one objective should not result in a complicated project structure, management 
problems or conflicting objectives. The most important factor is the clear description of 
the situation when the project will be deemed successful. Based on the abovementioned 
example, the first specific objective can be articulated as “increasing the vocational quali-
fications of the … (number of) women...living in the province of x.. having educational level 
of. .at the age of group of.. with..  disability …..in the textile sector”. 

*OTHER OUTCOME(S) 
(*where relevant)

Where relevant, other short-term and mid-term results can be included here. 

OUTPUTS Outputs are the concrete, exact and measurable products and services that are obtained 
directly with the activities implemented by the project. It should be demonstrated with an 
exact numbering which outputs will contribute to which outcomes. For example, based 
on the abovementioned example, “referral to income generating activities and awareness 
raising” should be marked as Outcome 2 (specific objective) and “utilising the successful 
practices that could set a model” is marked as Outcome 2.2.

The factors identified as specific objectives and outputs are the commitments of the 
organisations applying for the project. Attainment of the specific objective and the level of 
achievement of the outputs are important indicators that will determine the success of the project 
and could have financial affects as well. It should be noted that due to partial or insufficient reali-
sation, some project expenses may not be accepted, or the financial support can be decreased. 

Therefore, it is required that the concepts and the process be clearly understood, and highly ambitious 
objectives be not determined. Simply, the project processes are described below: 

Accordingly, with the current situation analysis and the strategy selected among the objectives formu-
lated, the project scope and duration are determined. Depending on the project scope and the activity 
plan, activities are implemented by mobilising financial, human and physical sources, and the project 
is expected to yield products and outcomes. In other words, the activities are implemented by 
providing inputs, and outputs are reached. With the use of the outputs by the target groups in a 
useful way, outcomes are obtained. These outcomes ensure that the project objective is attained as 
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a whole. In the long term, it is expected to see the project impact with the changes and transforma-
tions resulting from outcomes. 

It is required that simple and reliable quantitative and/or qualitative variables be introduced into the 
indicator column of the LFM in order to measure the project success, the level of attainment of the 
objective and outcomes and the rate of achieving the outputs. For example, based on the overall ob-
jective of “Sufficient participation of women in labour force”, the indicator can be determined as “labour 
force participation rate”. The indicator shows what should be measured like the number of persons 
trained, the percentage of the children vaccinated, etc. Indicators are the change and outcome pa-
rameters showing to what extent the project objectives are realised and, they should be objectively 
verifiable and should have the following features: 

Specific
Indicators should be “Specific” and relevant to the objective, outcome or output 
that should be measured. 

Measurable

Indicators should be “Measurable” and should possess qualitative and/or quan-
titative change elements and should be verified with minimum cost. If objective, 
outcome or output can be measured with a quantitative change and it is possible 
to put forth the way this change occurs, these should be included in the description 
of indicator. 

Available
Indicators should be available, realistic and attainable at a reasonable cost. All the 
stakeholders should agree that the identified indicator is an objective parameter to 
measure the success.  

Relevant
Indicators should be relevant to information needs of managers and officials re-
sponsible for monitoring and evaluation. 

Time bound Indicators should be time bound based on the objective, outcome and outputs. 

While determining the project indicators, it is highly important that the indicators published in the Guide-
line for applicants be carefully examined and be utilised. The project should contribute to the scheme 
indicators. In some schemes, there can be a minimum number of indicators to be contributed. 

In the project, if necessary, more than one indicator can be used for each level (objective, outcome, 
output). For instance, an indicator that can provide good quantitative information may be required to be 
complemented with another indicator focusing on such qualitative issues as the opinions of the target 
groups. It should be noted that each indicator may require verification and involve a cost eventually. In-
dicators are essential because they are the most basic factors that will be used to measure the success 
of the project and therefore will render the project expenditures legitimate. 

In the description of an indicator, it should be stated when, where, to what extent, how and for whom the 
change will happen. For example, if the overall objective is “sufficient participation of women in labour 
force”, the description of the indicator can be made as follows: “Increasing labour force participation of 
women who live in the province of x.. /having educational level of/… at the age of ../having disability of.. 
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from 34% to 40% by the end of 2022.”. When possible, the indicators should be presented by gender, 
age, urban/rural area and disability. 

Indicators can be classified as follows: 

Input 
indicators:

Sources, supplies and services purchased (credits, training deliver ed, etc.)

Output
indicators:

Demonstrate the quantity and quality of what has been produced (number of certif-
icates, quality of the system developed). 

Outcome 
and impact 
indicators:

Demonstrate the impact of the goods or services produced on those using them. 
(level of information, changes in satisfaction and behaviours, unemployment rates 
and decrease in grey economy, etc.)

Baseline is described as the current situation or starting point of an indicator. The initial values (at “0” 
time) of the indicators determined in the project before the start of project implementation are indi-
cated. The baseline can be described as the current situation of the indicators used for comparison, 
analysis, monitoring and evaluation and the data at the given reference date. In order to find correctly 
the baseline during the current situation analysis, accepted reliable databases and statistical sources 
should be visited, and attempts should be made to verify the baseline during the stakeholder analysis. 
This baseline before any intervention with the project allows to assess the progress of the project and 
to make comparisons. In general, finding or identifying the baseline can be very difficult or impossible 
due to lack of data. Surveys should provide the most up-to-date data. 

In general, finding or identifying the baseline can be very difficult or impossible due to lack of data. Sur-
veys should provide the most up-to-date data. The baseline identified for each level of impact, outcome 
and output of LFM should be stated together with the reference year. For example, “if the baseline of 
the participation of women in the labour force who live in the city of x../having educational level of../
in the age group of .. /having disability of.. is 34% in 2020” then “34% - 2020” should be written in the 
baseline column. For the non-available baseline, the reason of non-availability is written in this section. 
On the other hand, if the non-available baseline is very important given the nature of the project and 
for the measurement of success and can be produced through a project activity, this activity should be 
planned in a way to be realised at the beginning of the project, and this should be explained in the LFM 
and in Application Form (in the description of action). 

During the evaluation of project applications, it should be noted that the proposals which 
have completed the current situation analysis and have identified the baseline have a 
higher chance. From this point, it is essential that reference values be inserted into LFM fully as 
much as possible.
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In the reports to be presented during implementation and upon the finalisation of the project, the in-
dicator value reached as of the date of the reporting is compared with this baseline and is reported in 
the current value section of the LFM. For this, relevant column can be titled as “the value at the report 
date” or the “updated value”. These values in the outcome and impact indicators may not be updated 
during interim reporting period because they cannot be measured within a short period. However, it is 
required that the current values belonging to the outcome indicators be inserted during interim report 
periods together with the output indicators and the outputs in the final report period. 

In the column of target, the indicator value desired to be reached for indicator at each level is inserted 
such as “40%-2022”. Ideally, these values should be determined through the meetings to be held with 
the stakeholders, should be sufficient but not highly ambitious given the project budget. Reference 
year generally will be the end of the project; however, some of the output indicators may be reached 
in advance according to the project design and time interval. In case of not reaching these objectives, 
some project expenditures may not be accepted, or financial support can be reduced. Approval of 
modifications desired to be introduced into the logical framework during the project implementation 
may be quite difficult and can take time. From this perspective, it is vital that these targeted values are 
realistic. 

Sources of verification are the documents, reports and other sources that will provide the information 
and data required for checking each indicator. They aim at the documentation of the performance and 
success. The format, frequency and the provider of the source should be described. For the sources, 
the data to be collected and kept within the scope of the project or such reliable data as the statistics 
and reports of other organisations not involved in the project can be used. Principally, the secondary 
sources used for the identification of the problem in current situation analysis can be written as the 
sources of verification in LFM, which will show the change and verify success. In some cases, espe-
cially qualitative change cannot be verified from the secondary sources. In such cases, such methods 
as applying questionnaire to the target groups can be utilised. 

Means of indicator verification may require such additional sub activities as external audit, applying 
questionnaire, face-to-face interviews, which bring additional costs. For example, the source of ver-
ification of the qualitative changes is generally questionnaire. It should be determined in the project 
planning phase, whether the sources of verification will bring additional cost or not and, the required 
budget should be allocated. Within this framework, cost-effective actions should be taken as much as 
possible, and it should be attempted to get sources of verification with the most eligible cost. For ex-
ample, appointing 10 interviewers in the field for 5 months to work in 100 villages in a 12-month project 
is not appropriate for getting a source of verification because this action is costly and the field work is 
not proportionate to the project implementation period. 

Assumptions are actually an expression of the fact that the risks foreseen to negatively affect the 
project and arise due to the factors out of the project and out of control the of the applying organ-
isation will not occur or will not be highly effective even though they occur. The risks should be de-
scribed especially during the stakeholder analysis. For example, the support and concerns of the 
stakeholders are one of the most important factors to affect the success. The purpose of describing 
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the risks is to foresee and take remedial actions in advance and to form a basis for the possible re-
visions if required. 

For the assumptions to be included in LFM, first the risks should be described and the possibility of 
occurrence of them and their effects when they occur should be assessed. Afterwards, the described 
risks are transformed into assumptions with positive statement. For example, regarding women’s par-
ticipation in the project; the fact that the families may not support the project due to the specific fea-
tures of the project location can be described as an important external factor. In order to reflect this risk 
to the LFM as assumption, it will be enough to state it positively as “families’ support to women for their 
participation in the project.”

Determining the assumptions means that with the project activities, only if these assumptions are 
valid, the output and results will be achieved. In this context, stating many assumptions is like de-
claring that the realisation of the project is difficult. In this regard, rather than writing each detailed 
assumption one by one, it will be useful to express them in comprehensive sentences as much as 
possible. 

ASSUMPTIONS 
IMPACT (OVERALL 
OBJECTIVE)

Not applicable

OUTCOME(S) 
(SPECIFIC 
OBJECTIVE(S))

The factors that can affect the impacts and outcomes that are out of the control of 
the project management. 

*OTHER OUTCOME(S) 
(*where relevant)

The factors that are out of the scope of the project management and that can affect 
the link between the specific objectives and other outcomes. 

OUTPUTS
The factors that are out of the control of the project management and can affect the 
link between the other outcomes and outputs. 

Phase 6: Outlining the activities, tools and costs 

In order to obtain each output, various activities should be implemented. As demonstrated below, ac-
tivities are generally taken from the bottom and fourth level of the objective tree. 

Therefore, each activity should serve to at least one of the higher-level outputs. Briefly, the objectives 
located are at the bottom of the objective tree should be transformed into such activities as organising 
vocational courses, having meetings with job and vocational counsellors, matching with the women 
successfully establishing their own business, signing protocols with the stakeholders or organising a 
conference. 

Additionally, it should be noted that it is required to describe remedial actions based on the risks iden-
tified during the description of assumptions. 
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Basically, only main activities are written in the LFM. It should be demonstrated which activities will 
contribute to which outputs with a clear numbering. Activities should be used as a means of reaching 
project outputs, should not serve to a purpose that is not wanted to be known and should not reflect a 
contradictory image. 

On the other hand, it should be noted that in a grant scheme, there will be certainly activities that are 
obliged to be implemented, and these should be included in planning. For example, in each project 
where it is compulsory to make it visible to the public that the project is supported by the EU, some 
activities aim at ensuring EU visibility should be foreseen. Moreover, in general, such activities as 
monitoring the project progress throughout the project, audit and expenditures of the expenditures by 
an authorised financial advisor in the projects where the requested amount of grant is over 100,000 
Euros and assessment of the project outputs and outcomes with such methods as impact analysis are 
considered as compulsory activities almost in each scheme. There can be some activities stipulated 
by the grant scheme like the activities for fighting against discrimination and services for women or the 
disadvantaged groups to this aim. It is important to carefully examine the guideline for applicants in 
order to get familiar with such activities. 

Tools mean the inputs to be utilised in the project. The inputs necessary for implementing the activities 
and obtaining outputs are gathered under two groups, basically human resources and equipment. At 
this phase, the criterion expressed as efficiency is highly important. Accordingly, the costs should be 
effective; namely, efforts should be paid to obtain the most output with the least input or to obtain a 
certain output with a least input. For example, with a determined project budget, it is expected to train 
and certify as many as possible trainees or to organise one-hour vocational training for one person with 
the lowest cost as much as possible compared to other projects. 

 

 
 
  

Overall objective- 
Impact 

Specific 
Objective(s) - 

Outcomes 

Expected Results - 
Outputs 

Activities 
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Costs is the financial expression of all the identified resources (tools). The tools and the costs to be uti-
lised in the project are summarised in the LFM. For this, the inputs should be priced over the identified 
units. Therefore, the data to form the basis for budget preparation will be prepared. 

After the LFM is drafted and the activities, tools and costs are outlined in the matrix, the preparation 
of the Application Form and within this scope the creation of the detailed activity plan and budget 
can start. By the time, the areas that should be revisited in the LFM should be reviewed, and addi-
tional information to be incorporated into the matrix should be completed. 
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C. PREPARATION OF THE PROJECT APPLICATION 
FORMS 

The Application Form should focus on convincing rather than providing information and explanations. 
The evaluation committee should be convinced regarding the fact that a problem of high priority which 
can grow and cause some further problems without interference can be solved at a reasonable cost 
and that a feasible plan can contribute to the solution of the relevant problem. 

Preparation of the application documents should not be initiated before the completion of the anal-
ysis and planning phases, described in detail in the previous chapter. Otherwise, mistakes, logical 
inconsistencies and lack of information will be encountered, which will lead to a halt and deadlock 
and will require more efforts and time. It should be noted the required study, contemplation, plan-
ning and consultations with stakeholders will take at least 1 month. It should be considered that 
making the analysis and planning with required details, which are subject of the project preparation 
process, will facilitate the preparation of project proposal.

Before starting to fill in the forms, the studies about the project should have been made and the 
objectives should be projected and all phases of the project, from the contemplation to the imple-
mentation, should be handled in accordance with project management approach. 

The forms to be submitted in the application should be prepared by using the updated and correct 
formats. Therefore, only the formats published in guideline for applicants by the Contracting Authority 
and the European Commission (on EuropeAid website) should be taken, and the formats obtained 
from other sources should not be utilised. 

Rather than short explanations by using the overarching terms in the project technical terminology, a 
clear and simple language should be used, and the details should be given as much as possible.  

The language used should be reader-friendly, and advanced technical language, abbreviations, collo-
quial language words, unnecessary idioms and confusing statements should be used at minimum. It 
will be useful if the Application Forms are read by someone else to ensure that they are easy to read 
and understand before they are officially submitted. 

Given the fact that confusing projects will not receive extra scores, and on the contrary, the scores will 
not be reduced from simple projects, it should be avoided to demonstrate a simple project as though 
it were complex. 

Because there are different questions in each section of the Application Forms, it is important that each 
of them be answered separately, and the information given in one section not be repeated. 

Reading the Application Forms is as important as reading the Guideline for applicants. What is asked 
and what is expected in the forms should be understood well. 
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In addition, before delivering the application package, it is recommended that the staff of applying or-
ganisation makes some kind of a self-assessment by utilising the evaluation criteria and scoring table. 

It is expected that the application package has the correct order of documents and is packaged prop-
erly in an environmentally sensitive form and professionally. If necessary, table of contents, cover pages 
and dividers can be added. 

•	 Under each title in the Application Forms, there are explanations regarding how the relevant sec-
tion should be filled in and which information should be provided. While preparing the forms, it is 
required to carefully read these explanations and provide the required information completely, accu-
rately and consistently. Then these explanations should be deleted, only the information provided by 
the applicant and the tables filled in should remain under the titles. 

•	 All the sections in the forms should be filled in. If a section will be empty as it is not relevant to the 
project, the justification should be written in the relevant section in detail. 

•	 In some sections of the forms, there are ready table formats to be filled in by the applicant. The rele-
vant parts should be filled in without adjusting table formats. It should be noted that in some tables, 
the applicant has an option to add an additional line. 

•	 Any information presented in the forms should be consistent with both the information in the Appli-
cation Form and the application package. Providing inconsistent and wrong information in the forms 
may result in the rejection of the application at the evaluation phase. 

•	 Irrelevant or unnecessary information should not be provided in the sections of the forms, and gen-
eral expressions rather than the descriptions specific to the project implementation area, the prob-
lems that the project will handle or the target groups it will address should not be written and meth-
odologies that do not take into account regional conditions should not be proposed.

•	 Preparation of the project forms without consulting the stakeholders will lead to emergence of im-
portant problems both in the implementation period of the project and afterwards and will make the 
project unfeasible due to lack of ownership. 

•	 The applicants getting help from consultants to fill in the forms should carefully go through the ap-
plication package and check and confirm that all the information provided is correct, consistent and 
complete. Principally, the responsibility to fill in the Application Forms lies with the applicants, and it 
should be noted that the applicant is responsible for all the contents provided in the forms. There-
fore, applicants should scrutinise the prepared application package and should check and confirm 
that all the information provided is correct, consistent and complete. The information in the forms 
should belong to the applicant and be project specific and should not be similar with the applica-
tions presented to the Contracting Authority by other applicants whose application requirements 
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and project characteristics are different from each other. The applicants should have due diligence 
regarding this issue. 

The main titles of the project format used for the grant schemes and the relevant short explanations are 
presented in the following parts: 

C.1. Preparation of Project Concept Note

In grant schemes, generally restricted call for proposals is applied. This procedure is composed of 
two phases. In the first phase, the applicants make application by only submitting the Concept Note 
package, and the projects qualified for the next phase are determined through the assessment of this 
package. In this first phase, no other documents can be presented, and any other documents are not 
requested by the contracting authority except for the exceptional cases. For this reason, it is crucial 
that the project Concept Note entails all the information relevant to the project in full in order to qualify 
for the next phase. 

Moreover, it should be taken into consideration that the score to be received from the “relevance” part 
in the Project Concept Note phase (maximum 20 points) will be directly added to the scoring in Full 
Application Phase. 

Applications should be prepared in accordance with the rules and instructions set in the template 
forms. 

•	 Page and type restrictions should be strictly followed (Arial 10 font/ 5 pages/2 cm margin and 1 
line spacing).

•	 Project Concept Note should not exceed 5 full pages (in those exceeding 5 pages, the remain-
ing pages are taken into consideration for assessment). 

•	 The explanations should be clear and plain, each part should include sufficient details to re-
spond to relevant questions. 

•	 All the sections should be filled; no sections should be empty. 

•	 In the section of the applicant, the name of the institution or organisation should be stated, and 
the individual names should not be written. 
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The parts of the Concept Note and the points to be taken into consideration while filling in these 
parts are explained in the following table: 

1.1. Project Summary

Title of the action: 
A title reflecting the project summary, features and objectives and on which the stakeholders 
agree should be determined with a meaningful abbreviation, if any. It is preferred that the 
title selected is short, clear and interesting and it highlights positive aspects rather than 
focusing on solving negative aspects.

Location(s) of the action: 
— specify country(ies), 
region(s) that will benefit 
from the action 

The place where the project activities will be realised. It should be taken into consideration 
that in the Guideline for applicants, some restrictions or prioritisations regarding the 
location might be introduced. It should also be noted that determining a high number of 
locations will increase costs due to coordination and management issues. In case the 
project is implemented in more than one location/province, the main location is the place 
where the majority of the activities will be realised. 

Total duration of the 
action (months): 

The duration of the project is determined in months. The minimum and maximum durations 
of a project to be supported under each grant scheme are identified. For example, in the 
scheme even though it is stated that at least 10 month-projects and maximum 12 month-
projects will be supported, determining the project duration as 5 months with the belief 
that the project can be finalised earlier can mean breaching the rules of the scheme and 
can lead to the rejection of the application. The duration should be stated accurately. 
Such statements as 12-15 months are not acceptable.  

Requested EU 
contribution (amount)

The amount of the grant requested over the total budget found out after the project budget 
is prepared and its ratio to the total budget. 

Requested EU contribution= Project’s total estimated budget X the contribution requested 
from the EU. 

It should be noted that the project budget is not the same with the financial support 
amount to be requested from the European Union. For example, if the minimum financial 
support that can be provided for a project in the scheme is 50,000 Euros, it should be 
noted that a project proposal where the total budget is determined as 50,000 Euros will 
not be eligible. Because maximum 90% of the project amount will be supported. If a 
project proposal with a total budget of 50,000 Euros is submitted, 45,000 Euros will be 
requested (50 thousand*90%). Because this amount is less than 50,000 Euros which is 
the minimum grant amount, it is not in accordance with the scheme rules. Similarly, the 
upper limits to be determined within the scope of the project are determined in the call 
for proposals, and the project applications where the requested amounts exceed this 
amount are directly eliminated. 

On the other hand, it is required that the requested grant amount be accurately written. 
For example, such statements as “around 80-100,000 Euros” are not acceptable. 

It should be taken into consideration that the applicants to be invited to present their 
full application will be required to submit a detailed budget. It should be noted that the 
requested EU contribution stated in the Project Concept Note phase cannot be changed 
by more than 20%(+ -)  in the Full Application phase.
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Requested EU 
contribution as a 
percentage of total 
eligible costs of the 
action (indicative) 

The ratio of the financial contribution requested from the European Union to the project 
budget should be determined by taking the minimum and maximum contribution rates in 
the grant scheme into consideration. The requested contribution rate should be accurately 
written. For example, such statement as “between 80%-90%” are not acceptable. 

Total indicative budget
It should be ensured that in any case, total project budget is above the minimum grant 
amount to be provided within the scope of the scheme. In this part, actually total eligible 
cost of the project stated in the 13th heading of the budget should be indicated. 

Objectives of the action

General OBJECTIVE(S) 
(The impact of the 
project) 

SPECIFIC OBJECTIVE(S) 
(What will be the benefits 
and outcomes of the 
project)

In this part, within the scope of the strategy selected based on the results of the current 
situation analysis, the general objective to which the project is expected to contribute and 
the specific objective of the project should be stated in writing. It should be taken into 
consideration that changing the basic elements stated in the Project Concept Note and 
the main activities in the Full Application Form will not be acceptable. While it is expected 
that contribution is provided to the overall objective in the project, specific objectives are 
the ones that are aimed to be reached with the project activities. In specific objectives, 
very ambitious commitments and those very difficult to reach or impossible to reach 
should not be made. 

Target group(s)

Direct primary beneficiaries identified during the stakeholder analysis to whom the project 
will address and who will participate in the project activities should be clearly stated by 
providing necessary details in terms of quantity and quality. It is expected that the target 
group is not so diverse and that it is homogenous. 

Final beneficiaries
Those who will benefit from the project impacts who are identified during the stakeholder 
analysis though in long term upon the attainment of the project objective are described 
in this part. 

Expected outputs
The project outputs determined via current situation, stakeholders, objective and strategy 
analyses are summarised one by one. 

Main activities
An overview of the activities that will ensure the attainment of each output is presented. It 
should be compatible with those listed in the Activity Plan. 
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1.2. Description of the Action (Max 2 pages) 

•	 Background to project preparations (including 
the main problems) especially within the framework 
of sector/country/region. 

•	 Specific studies or analyses implemented for the 
project design 

•	 Elaboration of the project objectives listed in 
the summary table 

•	 Key stakeholder groups, their attitudes towards 
the project and any consultations held 

•	 The logic of intervention; expected outputs, 
outcome(s) and the impacts in the long term 

•	 Risks and assumptions likely to be encountered 
while reaching project outcomes 

•	 Linkages and relationships between the recom-
mended types of activities, activity clusters 

•	 How cross-cutting issues such as promoting hu-
man rights, gender equality, democracy, good gov-
ernance, supporting the youth, children rights and 
the rights of the indigenous people, environmental 
sustainability and combat against HIV/AIDS will be 
addressed

•	 The broad timeframe of the project and any spe-
cific factor that should be taken into consideration 
if any. 

Good practice requires that the project is based on 
consultations with target groups, studies, interviews 
and focus group meetings. Therefore, in this part, 
it should be explained through which channels 
communication has been established with the target 
group, how the target group members have been 
involved in the preparation of the proposal and 
how the support of target group has been secured 
to implement the project. It is useful to refer to the 
project preparation, project location, target groups 
or project methodology- specific analyses carried 
out by the applicant organisation or other person 
or organisations during the project preparation 
phase. The interlinkages/relationships between the 
recommended types of activities and activity clusters 
should be explained. In this part, it is described 
what the project will do (activities) to reach the 
expected objectives. In the implementation of the 
project, the role of the co-applicant, if any (partners) 
(or associates and/or affiliated entities) should be 
explained. In some cases, the project outputs can 
be used as an input for the other activities. It is 
important that an extended period is determined 
for the activities and school and feast holidays, 
seasonal variables and all types of special situations 
are taken into consideration. Each activity should be 
elaborated in a way to be able to respond to 5Ws 
(and 1 H) questions. 
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1.3. Relevance of the Action (Max 3 pages)

1.3.1. Relevance to the objectives/sectors/themes of 
the call for proposals.

•	 Relevance of the project to the objectives and 
priorities of the call for proposals

•	 Relevance of the project to any specific subthemes/
sectors/areas and any other specific requirements 
stated in the Guidelines for applicants 

•	 Which of the expected results referred to in the 
Guidelines for applicants will be addressed 

1.3.2. Relevance to the particular needs and/or con-
straints of the target country(s), region(s) and/or rele-
vant sectors 

•	 The specific pre-project situation (current sit-
uation analysis) in the target country(s), region(s) 
and/or sector(s) with quantified data 

•	 The problems to be addressed by the project, 
how they are interlinked (problem/needs analysis) 

•	 Any significant plans undertaken at national, 
regional and/or local level relevant to the action and 
how the action will relate to such plans 

•	 Where the action is a continuation of a previous 
action, how it is intended to build on the activities/
results of this previous action, main conclusions 
and recommendations of any evaluations carried 
out. 

•	 Where the action is part of larger programme, 
how it fits or is coordinated with that programme or 
any other planned projects; potential synergies with 
other initiatives, in particular by the European Com-
mission 

•	 Other initiatives supported by the EU and other do-
nors (member countries&others) and complemen-
tarity 

The score to be received in the “relevance” part in 
the phase of Project Concept Note (max 20 points) 
will be directly added to the scoring during the Full 
Application Phase. It should be demonstrated that 
the project is in compliance with the objectives and 
priorities of the scheme, the project addresses the 
most urgent and vital needs of the target region and 
the target groups and covers each subtheme/sec-
tor/areas listed in the scheme, if any. 

In order to complete this part, it is required to ac-
cess the core statistics regarding the situation at the 
local and regional and national level if possible and 
to refer to them. 

It should be explained that the proposed action 
is certainly needed and should be financed. The 
following questions should be answered, and an 
analysis of the target region/target groups should 
be presented: What are the main problems affecting 
the target group and target region? What are the 
reasons of the problem? What are the impacts of the 
problems? What are the possible solutions? Problem 
and needs analysis should not seem subjective, and 
they should be based on reliable sources of data. 

The problems of the target groups may result from 
unattended needs, the gaps in the provision of ser-
vices and lack of experience in providing new op-
portunities and services. 

The best way to address this part is to develop a 
“problem tree”. Problem tree analysis (also situa-
tional analysis or simply problem analysis) helps 
to find solutions by planning the anatomy of cause 
and effect in detail around a theme; it is similar to a 
concept map. Thus, the problem can be divided into 
pieces that can be managed and described. This 
analysis ensures prioritisation of the elements more 
clearly and helps to focus on the objectives. 
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1.3.3. How this project will address the needs and 
solve the problems of target groups and final bene-
ficiaries 

•	 Description of the target groups and final beneficia-
ries with quantified data and information regarding 
their selection procedures 

•	 Needs and constraints of the target groups and 
final beneficiaries 

•	 Relevance of the proposal to the needs and con-
straints of the target groups and final beneficiaries 

•	 Any participatory process ensuring the partici-
pation by the target groups and final beneficiaries 

1.3.4. Particular added-value elements of the action. 
E.g. promoting or strengthening the public-private part-
nerships, innovation and good practices.

It should be checked whether there is such refer-
ence documents like policy or strategy papers or 
action or development plans and if any, it should be 
explained how the project will contribute to the prior-
ities set in these documents. If they do not exist, this 
should be clarified in the answer. 

If the proposed project is based on the other pro-
grammes or projects implemented by the co-ap-
plicants or other organisations, the project should 
be positioned regarding other efforts. In such case, 
it is mentioned that there are experiences gained 
and lessons learned from previous projects and it 
is also explained how such experience and lessons 
will be utilised. Target groups and final beneficiaries 
should be explained in detail. The proposal should 
include information regarding the size of the target 
group and beneficiaries as well as their features; for 
example, gender, age, education, unemployment 
according to type of disadvantage (first-time job 
seekers, displaced workers, long term unemployed 
etc.). Also the criteria used for selecting the target 
group should be mentioned. It will be useful to have 
consultations with the target groups by means of 
questionnaires, interviews, focus group meetings 
etc. It is also mentioned how the target group mem-
bers provide contribution. 



42 43

It should be checked by the applicant that each of the criteria listed in the check list in the second part 
of the Concept Note form are fulfilled. The applicants should confirm by using the Project Concept Note 
Check List (ANNEX A: Grant Application Form Part A Chapter 2) that their application is complete. 

Statement of the Applicant, Mandate for Co-applicant, if any, and the Statement of the Affiliated Enti-
ty(ies), if any, should be signed by the individual who is authorised to represent and bind the institu-
tion with a wet signature (blue pen) and with updated date. 

Project Concept Note application should be prepared in 1 original and 2 additional copies with A4 
paper and without punching, and all the documents should be presented in a closed and stamped 
envelope. If the applicant delivers more than one application, separate envelopes should be used for 
each application. The envelope should bear following information: 

•	 The reference number and title of the call for proposals

•	 Full name and address of the applicant 

•	 The statement «Not to be opened before the opening session». 

It is compulsory that the applications are made in English. The applications should be prepared by 
using a computer. The applications prepared with handwriting will not be accepted. 

All the requested documents should additionally be provided in Word format (without converting to 
PDF) in a CD. The electronic format and the printed version should have the same content. In case 
there are differences, the printed version will take precedence. 

Project Concept Note Application, in a closed (stamped) envelope, should be delivered to the address 
stated in the Guidelines for applicants with certified mail or with a private cargo company or should de-
livered by hand. The applications sent by other means (e.g. fax or e-mail) or the ones delivered to other 
addresses are rejected. Unless otherwise stated, the deadline expires on the final application date and 
at 16.00 p.m. For the applications that will be delivered via post or cargo, there is no hour limitation, and 
it will be enough to deliver cargo on the final application date. In this regard, the necessary controls will 
be made by the Contracting Authority, and barcoded systems that enable access to the electronic car-
go tracking system allowing mail and cargo tracking should be opted for. At this point, the explanations 
to be made by the Contracting Authority should be certainly taken into consideration. 

Project Concept Note package should include ONLY the following documents: 

•	 Project Concept Note (ANNEX A: Grant Application Form / Part A)

•	 Check List (ANNEX A: Grant Application Form /Part A- Chapter 2)

•	 Statement of the Applicant (ANNEX A: Grant Application Form /Part A Chapter 3)

•	 Mandate for Co-applicant(s) (if any) (ANNEX A: Grant Application Form/Part A- Chapter 4)

•	 Statement of the Affiliated Entity(ies) (if any) (ANNEX A: Grant Application Form /Part A-Chap-
ter 5)

In some exceptional cases, the Contracting Authority may request the submission of other docu-
ments in addition to these documents. 
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The Concept Notes are evaluated by the independent assessors if appointed and an Evaluation 
Committee in accordance with the relevant rules and procedures of the EU. During the evaluation, 
the assessment grid published in the guidelines for applicants and the scorings thereby are used. 
The project Concept Notes receiving minimum 30 points over 50 points are taken into consider-
ation within the scope of pre-selection. Qualified Concept Notes are ranked until the total requested 
amount of grant equals to the 200% of the call for proposals and the current budget by scoring from 
high to low and only those proposals that are in this scope are invited to submit the application 
package. After the evaluation of proposals, the Contracting Authority sends the evaluation results 
to the applicants via e-mail. 

C.2. Preparation of the Full Project Application Package 

Full Application Form is the document where all the issues stated in the Project Concept Note are kept 
but further elaborated by following Application Form template. 

The content of the Full Application Form is as follows: 

•	 General information about the project, 

•	 Description and methodology of the project, 

•	 Implementation period and activity plan of the project, 

•	 Sustainability of the project, 

•	 Logical Framework Matrix, 

•	 Project budget, the requested amount from the Contracting Authority and other expected 
sources of funding,

•	 Project management experience of the applicant and the co-applicants and affiliated entity 
(ies), if any, 

•	 Information regarding corporate identity of the applicant, project management and implemen-
tation capacity and staff information, 

•	 Corporate information, information regarding project management and implementation capac-
ity of the co-applicant(s) and affiliated entity(ies), if any, 

•	 Corporate information of the associates, if any, 

•	 Mandate for co-applicant(s) signed by the co-applicants, if any, 

•	 Statement signed by the affiliated entity(ies) if any, 

•	 Statement signed by the applicant and 

•	 Check List of the Full Application Form. 

It is very important to state the results obtained from the current situation analysis in the way explained 
while writing the justifications for the project in the project application forms. While writing the jus-
tifications, the cause-effect relationships in the problem tree should be correctly written, and these 
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statements should be supported with the statistics specific to the problem area, reports and the survey 
results, if any. In order to reflect the situation of the region more clearly, the figures of the other regions 
and even the countries can be used for comparison. The point to be noted here is that introducing too 
many details while providing this information may cause divergence from the general idea. Similarly, 
this point should be taken into consideration while writing the results obtained from the stakeholders. 
Briefly, while writing the justifications of the project, what is required is to respond to the questions 
asked by explaining the results of the analysis process with expected level of details. 

The sections of the Application Form and the points to be considered in filling these are de-
scribed in the tables below. The Turkish version of the explanations in the own template of 
the Application Form has been added to the dark boxes in the table, and additional guidance 
about them have been added to the light boxes.  

2.1. Description of the Action

2.1.1 Description (max 13 pages)

Provide a description of the proposed action and its relevance, including all the information re-
quested below, referring to the overall objective and specific objective(s), as well as to the ex-
pected results (The evaluation committee will refer to information provided in the Concept Note as 
regards objectives and the relevance of the action): 

•	 Briefly outline the relevance of the action to the objectives/sectors/themes/specific priorities of 
the call for proposals and to the particular needs and constraints of the target country/coun-
tries, region(s) (including synergy with other development initiatives and avoidance of duplica-
tion)

The beginning of this part should be prepared in accordance with the information in the title 
1.3 of the project Concept Note called “relevance”. The score to be given for the criteria of 
relevance in the phase of Concept Note will directly be transferred during the assessment of 
the Full Application Form. Thus, section 1.3. in the Concept Note should be added here by 
summarising it. 

•	 Define and describe the target groups and final beneficiaries, their needs and constraints, and 
state how the action will address these needs and improve their situation. Describe the key 
stakeholder groups, their attitudes towards the action and any consultations held. Describe 
the technical and management capacities of target groups and/or any local co-applicants and 
affiliated entities

While preparing this part, the analyses made within the scope of the logical framework ap-
proach explained in the part 2 of the guideline should be utilised. It should be presented with of-
ficial data that the target group and the final beneficiaries are part of the problem. For example, 
if one of the problems in the project is the lack of qualified employment in welding, explanations 
should be made according to the local and regional data, and the project’s contribution to the 
solution of this problem should be explained by using data from compared reference years, 
and it should be explained how the aimed result will be achieved. 
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•	 Present the intervention logic, explaining how the activities will lead to the outputs, then the 
outputs to the outcome(s)  and finally the outcome(s) to the expected impact, making explicit 
the main assumptions and risks along this chain of results

The intervention logic can be summarised in accordance with the statements in the part 1.2 of 
the Concept Note.

•	 Identify and describe in detail each activity (or work package) to be undertaken to produce 
results, justifying the choice of activities and specifying the role of each co-applicant and affil-
iated entity (and associates or contractors or recipients of financial support where applicable) 
in the activities. Do not repeat the action plan to be provided in Section 2.1.3, but demonstrate 
coherence and consistency of project design. List any publications proposed.

In this part, it is requested to detail the project activities with their outputs. The issue to be 
considered while detailing the activities is that there should not be any difference between the 
activities stated in the parts 2.1.2. and 2.1.3 and those stated here. Additionally, the activities 
stated here should be in full compliance with the points stated in logical framework matrix and 
budget. 

Based on the results obtained in the current situation analysis, it should be stated whether the 
activities are feasible or not considering all the internal and external factors like the technical 
features of the project, current local circumstances, scope of the project and support of the 
stakeholders to the project and their resistance to the project; the replication of the activities 
and their innovative approach should be presented in the Application Form. 

The activity plan to be presented in part 2.1.3. should not be repeated here. 

The distribution of roles among the project institutions (applicant, affiliated entity, co-applicant, 
associates) should be made according to institutional capacities. For example, if one institution 
has a training room, it should be clearly included in the activities in order to provide the room 
for the training. 

How the activities will be carried out should be explained, and it should be explained why the 
relevant method is selected. If there are various alternatives, justification should be provided 
for the selected alternative. 

While detailing the activities, it is very important to consult specialised experts or institutions for 
each activity or carefully examine the references regarding the activities with the aim of planning 
the technical details of the activity. Each activity should be elaborated to the requested extent. 
The quality of the activities, details and plans directly depend on the expertise, experience and 
knowledge of the ones preparing them. Participation of an experienced social services expert 
who has both knowledge and experience in the area in an activity regarding the integration of 
the disadvantaged people in society will ensure that a realistic, effective and feasible plan able 
to respond to the needs be developed.
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Main activities are elaborated by creating sub activities. For example, based on the abovemen-
tioned example, if increasing the vocational qualifications of women is “Outcome 1 (specific 
objective)” and increasing the course opportunities is “Output 1.1”, the first vocational training 
to be organised at any location can be numbered as main activity 1.1.1. The sub activities of 
such training activity are generally  composed of the following: 

1.1.1.1  Mobilising trainers
1.1.1.2  Analysis of the trainees 
1.1.1.3  Preparing the programme 
1.1.1.4  Developing materials
1.1.1.5  Organising training venue
1.1.1.6  Implementation and evaluation   

During the preparation of the activity plan, additionally, special attention should be paid to three 
points, namely sequence, complementarity and interdependence. If it is foreseen in a training 
to be organised in the area of textile to purchase the equipment and tools from the project 
budget, it is obvious that first the purchase of such equipment as sewing machine should be 
made. Moreover, supply of consumables like the cloth to be used in the practical training is 
required from the aspect of complementarity. In most cases, an output obtained in an activity is 
used as an input for another activity and as the complementarity of following activities. Interde-
pendence is used to express the activities which cannot be launched or complemented without 
finalisation of an activity. Interdependence is applicable in general for the activities needing 
same inputs. In most cases, it will be useful to realise the activities that do not depend on each 
other and possible to implement simultaneously without waiting for anything and by making a 
division of labour. For example, while the trainers prepare the training material, simultaneously 
the administrative team of the project can organise the training venue. 

The main objective of detailing is to be able to determine the required time, input and costs 
for each activity. Detailing can be stopped when it allows to identify these three factors and to 
make division of labour. For example, in order to mobilise 5 trainers by publishing a vacancy, it 
can be stated that the announcement and the selection process will take 30 days, and for this 
work, 4 project administrative staff and announcement expenditures will be needed. After iden-
tifying the period of each sub activity, the starting and finalisation dates of each activity will be 
determined. Generally, the date when each main activity will be finalised is called a “Milestone”. 
Weekly periods are used for the work planning of the staff or units while monthly periods are 
used for the general activity planning.

•	 If financial support is allowed by the Guidelines for applicants, applicants wishing to give fi-
nancial support to third parties must define, in line with the conditions set by the Guidelines for 
applicants the objectives and results to be obtained with financial support, the different types 
of activities eligible for financial support, on the basis of a fixed list, the types of entity eligible or 
categories of persons which may receive financial support, the criteria for selecting these en-
tities and giving the financial support, the criteria for determining the exact amount of financial 
support for each third entity, and the  maximum amount which may be given. With reference to 
Section 2.4 of PRAG, the beneficiary of the grant contract shall be responsible for the respect 
of the EU restrictive measures in case of financial support to third entities. 



48 49

In the part 2.1.4 of the Guideline for applicants  with the title of “eligibility of the activities”, if “giv-
ing financial support to the third parties” is allowed, the applicants can suggest such support 
mechanism within the scope of the relevant circumstances. 

•	 Indicate the main studies conducted in view of defining the scope of the action. 

While determining the scope of the project, as explained in phase 3, part 2 of this guideline, of-
ficial or unofficial consultation platforms like meetings with all the parties and workshop should 
be created in order to run a participatory process. It is recommended that partner parties 
establish cooperation mechanisms prior to the project and sign protocols that stipulate their 
gathering periodically. If this kind of studies are already conducted, they should be explained 
in this part. 

•	 Describe/highlight eventual changes of the information provided in the Concept Note. 

It is essential to keep the basic factors of all the issues described in the Project Concept Note 
in the full application package. If there is any change, all the details should be explained with 
justifications, and it should be demonstrated that such changes were strictly needed. It should 
be taken into consideration that especially some changes may have repercussions on the 
budget. For example, if there is an increase or decrease in the number of activities or target 
groups, the budget should be arranged at a reasonable level.  In each case, it should be noted 
that the requested amount from the EU stated in the phase of Project Concept Note cannot be 
amended by more than 20% (+ -) in the Full Application phase. 

2.1.2 Implementation approach (max 5 pages)

Describe in detail: 

•	 the methods of implementation (including the main means proposed – e.g. equipment, mate-
rials, and supplies to be acquired or rented) and rationale for such methodology

Principle of efficiency in the determination of the methods and methodologies and especially 
the technical and financial capacities set forth in the strategy analysis should be taken into con-
sideration. For example, if travel and accommodation of a great number of people for a training 
will be costly, it will be a more reasonable to seek the possibilities of arranging the training ven-
ue in areas close to the trainees and transferring trainers there.  

The methods to be selected should be suitable for target group. For example, if the target 
group includes the visually impaired people and if an announcement or guidance will be made, 
the printed materials should not be used, or braille alphabet should be used in the printed ma-
terials and additionally voice guidance should be considered. 
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The descriptions of the methods to be adopted both in technical and administrative terms for 
each activity should be explained in detail to the extent possible. The points regarding which 
activities will be implemented via service procurement and which activities will be implemented 
by directly providing the inputs should be detailed in this part. From the side of some activities, 
there are methods in the literature and used in practice and technically developed. For exam-
ple, it should be mentioned which impact analysis method will be selected on what grounds for 
the impact assessment of achieved outcomes in the project.  

This part should explain the methods to implement the activities which have been planned in 
terms of timeline in part 2.1.3 and have been detailed in part 2.1.1 and the justifications for 
preferring these methods. 

•	 where the action continues a previous action, describe how the action is intended to build on 
the results of the previous action (give the main conclusions- highlighting and recommenda-
tions of any evaluations carried out)

If the proposed project is a continuation of any project implemented by any organisation, this 
point should clearly be stated. The outputs obtained, outcomes achieved and their impacts 
should be summarised, and the experiences obtained from the practices and how they will 
be utilised in the new project should be summarised. For example, issues such as a training 
centre established in the previous project will be used; or some other method rather than the 
tried one will be used in the new project due to deficiencies inherent in the method should be 
explained. If an assessment was made regarding the impacts of the previous project, the ob-
tained results in this assessment should be shared. 

If the new project is by no means a continuation of a previously implemented project, this 
should be indicated. 

•	 where the action is part of a larger programme, explain how it fits or is coordinated with this 
programme or any other possibly planned project (please specify potential synergies with other 
initiatives, in particular by the European Union)

There can be a possibility that the proposed project or one or some of the activities of the proj-
ect can be a part of a larger programme other than the grant scheme to which application is 
made. In this case, the contributions of this new project to this larger programme and the com-
plementarity with the other projects and activities within the scope of the programme should 
be explained. 

If there is no relationship between the project proposal and a larger programme, this should be 
clearly indicated. 

•	 organisational structure and the team proposed for the implementation of the action (by func-
tion: there is no need to include the names of individuals)
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The number of the project team members should be sufficient, and the team should be com-
posed of the staff with required qualifications. While providing information regarding the project 
team in the Application Form, it should be noted that these will be contractual obligations fol-
lowing the signing of the contract. The team should be composed of those having relevant ex-
perience in administrative and technical issues covered by the project. As for financial matters, 
if the organisation does not have qualified staff in this field or a short-term accounting staff or 
if the organisation is inexperienced in procurement, it should be planned to mobilise procure-
ment experts for the project. 

It is possible to receive consultant support within the scope of service procurement based on 
the technical specifications prepared on issues requiring expertise. The team’s working in har-
mony with all actors, competence in reporting, follow-up and organisation will positively affect 
the success of the project.

•	 the role and participation in the action of the various actors and stakeholders (co-applicant(s), 
affiliated entity(ies), target groups, local authorities, etc.), and the reasons why these roles have 
been assigned to them

In accordance with the institutional capacity identified in the scope of the strategy analyses, it 
is expected in this part to clarify which activities will be carried out by which actors and to detail 
the division of labour with the justifications. Within this scope, it should be taken into consid-
eration that the applicant and co-applicant, if any, and the affiliated entity(ies) will be directly 
responsible for the preparation and implementation of the project without a mediator, and the 
distribution of tasks should be made accordingly. 

•	 the planned monitoring arrangements and subsequent follow up

The applicant should explain in detail the arrangements that will be put into practice following 
the launch of the project in this part. According to the grant contract to be signed with the 
projects entitled to receive grant, it is compulsory to foresee monitoring activities regarding 
the realisations and progress of the project within the scope of the project. Moreover, it will be 
required by the contract to invite the representatives of the European Commission to take part 
in the basic monitoring activities to be implemented by the beneficiary institutions. From this 
perspective, in this part of the Application Form, it should be detailed how the project will be 
monitored, how the project indicators will be measured and how it will be proved that these are 
achieved. 
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Monitoring arrangements should also describe the structures responsible for monitoring and 
follow-up and the mechanisms. For example, it can be stated that the project partner organ-
isations will convene periodically, and the progress of the project will be evaluated in these 
meetings. Such meetings to be organised with the participation of the project implementation 
organisation representatives is generally called management meetings. It will be helpful to 
organise monitoring meetings with wider participation by inviting the representatives of stake-
holder organisations. These meetings organised with the participation of the stakeholders and 
at longer intervals are called monitoring or steering meetings. With such meetings, all the rel-
evant parties are informed about the developments, support requested from them, if any, is 
discussed, and the remedial actions regarding the problems encountered and the preventive 
measures against the risks are agreed. 

Moreover, all the documents, information, requests and reports to be submitted to the Con-
tracting Authority are discussed and agreed before official submission. 

Especially for the projects implemented in more than one region, how and in which form the 
monitoring visits will be paid in order to examine the developments in the implementation field 
on the spot, for the follow-up and verification should be explained in this part. 

•	 the planned internal/external evaluation processes (an evaluation should be foreseen for ac-
tions above EUR 500 000, and is highly recommended for actions below this amount) 

Two methods can be mentioned about for the assessment of the impact of the project activities 
and outcomes on the target groups and final beneficiaries, whether the project achieved the 
expected objectives, how effective in terms of cost and whether the project is sustainable. If the 
grant applicant and co-applicant, if any, are making these evaluations with their own sources 
and staff, this is called internal evaluation. However, in terms of ensuring the impartiality, the 
project outcomes are expected to be measured independently. For this, evaluations specific 
to the projects can be carried out with the method of service procurement. This assessment is 
called external evaluation. 

For the projects above 500,000 Euros, it is compulsory to foresee at least one evaluation like 
impact analysis. For the projects below this amount, it is highly recommended to make evalu-
ation as well. It is required that evaluations to be carried out are described in detail in the Ap-
plication Form. During implementation, terms of reference or technical specifications regarding 
the service procurement for evaluation and draft evaluation reports should be delivered to the 
Contracting Authority to get the comments of the European Commission. The EU Commission 
representatives are additionally invited to participate in the evaluations. Within this scope, all 
the evaluation reports and monitoring reports including the dates of these studies and the 
follow-up of the indicators in the logical framework are delivered to the Contracting Authority 
to be submitted to the European Commission. European Commission should be invited to 
participate in each phase of the monitoring and evaluation activities including preparation, 
implementation and reporting. 
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•	 the planned activities in order to ensure the visibility of the action and the contribution of the EU 
to its funding

During the implementation of the proposed project, the implementing organisations will be re-
sponsible for taking all measures to announce to the public that the European Union provided 
finance to the projects as per the grant contract to be signed. Within this scope, primarily fol-
lowing the project launch, a communication plan should be prepared, and this plan should be 
presented to the Contracting Authority to be submitted to the European Commission. 

Therefore, it is compulsory to implement the visibility activities within the scope of the project 
and from this aspect, the visibility activities should be detailed in this part of the Application 
Form. Accordingly, the activities to be announced to the public and media, press materials and 
all the activities aiming to ensure the EU visibility and the communication tools to be select-
ed should be listed briefly in this part. Actually, this part can be considered as a summary of 
the communication plan to be developed in the first phase of the implementation. During the 
preparation of this part and communication plan, it will be useful to utilise the Visibility Guideline 
published in the web site of the Contracting Authority: 

       http://www.ikg.gov.tr/wp-content/uploads/pdf/ikg_pro_gorunurluk_rehberi.pdf 

2.1.3 Indicative action plan for implementing the action (max 4 pages)

Applicants should not give a specific start-up date for the implementation of the action but simply 
refer to ‘month 1’, ‘month 2’, etc.

It is recommended to base the estimated duration of each activity and the total period on the most 
probable duration and not on the shortest possible duration, by taking into consideration all rele-
vant factors that may affect the implementation timetable.

The activities stated in the action plan should match those described in detail in Section 2.1.1. The 
implementing body must be either the lead applicant, co-applicant(s) or any of the affiliated enti-
ty(ies), associates or contractors. Any months or interim periods without activities must be includ-
ed in the action plan and count toward the calculation of the total estimated duration of the action.

The action plan for the first 12 months of implementation should be sufficiently detailed to give an 
overview of the preparation and implementation of each activity. The action plan for each of the 
subsequent years may be more general and should only list the main activities proposed for those 
years. To this end, it must be divided into six-month periods (NB: A more detailed action plan for 
each subsequent year must be submitted before any new pre-financing payments are received 
under Article 4.1 of the special conditions of the grant contract).

The action plan will be drawn up using the following format: 

In this part, beyond the details of the activities, it is aimed to make the time planning of the ac-
tivities detailed in the part “2.1.1 Description” at the level of main and/or sub activities. 
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Basically, activity plan is prepared to demonstrate the main activities with a logical sequence 
in a way to include linkages among the main activities taken from the objective tree and sum-
marised in the LFM. The activity plan can also be called as implementation plan. 

Activity plan should be prepared in a feasible way on the basis of current financial and human 
resources. 

With the activity planning, 

•	 The details and durations of the activities are clearly identified. This phase is called as work 
inventory tree or determination of the activity workflow. 

•	 It is described how the stakeholders foreseen to take part in the project in the implementa-
tion process will be involved and how responsibilities are distributed. 

•	 The sources to be used in the implementation of the activities are identified. 

•	 The infrastructure of the budget is created. 

•	 It is determined how the project monitoring and assessment processes will be realised. 

•	 Risk management plan is developed. 

Designing the activities as the main and sub activities is one of the ways to demonstrate their 
interdependence and complementarity. Procurement processes should also be included in the 
plan considering the tender procedures to be followed. A specific start-up date should not be 
given in the foreseen activity plan. For example, in the template below, 1st preparation activity 
is foreseen to be implemented throughout the first 3 months of the project and so the first 3 
months of the projects is highlighted by colouring it. 

Year 1
Half-year 1 Half-year 2

Activity Month 1 2 3 4 5 6 7 8 9 10 11 12 Implementing body 

Example Example Example 

Preparation activity 1 (title) co-applicant and/or  
affiliated entity

Execution activity 1 (title) co-applicant and/or  
affiliated entity

Preparation activity 2 (title) co-applicant and/or  
affiliated entity

Etc.

For the following years:
Activity  Half-year 3 4 5 6 7 8 9 10 Implementation body

Example Example Example 

Execution activity 1 
(title)

co-applicant and/or  affiliated entity

Execution activity 2 
(title)

co-applicant and/or  affiliated entity

Preparation activity 3 
(title)

co-applicant and/or affiliated en-
tity

Etc.
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2.1.4. Sustainability of the action (max 3 pages)

Please provide all the information requested below: 

•	 Describe the expected impact of the action on its target group/beneficiaries, with qualitative 
and quantified data where possible, at technical, economic, social, and policy levels (will it lead 
to improved legislation, codes of conduct, methods, etc.?).

It should be explained in this part what kind of changes the expected concrete impacts of the 
project implementation will lead to at technical, economic, social and policy levels. For exam-
ple, such outcomes and impacts as how many of 15 unemployed women receiving certified 
vocational course in cookery will be placed in jobs and how their income will increase; what will 
be the benefits for employer when he/she employs qualified staff; how the livelihood conditions 
of a working women will improve should be explained separately for each of the target group. 
Similarly, in a project achieving institutional capacity building, it should be explained with nu-
merical data from which aspects the capacity is improved. How many people will be provided 
with training opportunity per year in a training facility to be established with the grant project 
should be explained with numerical data, and current capacity and increase in percentages 
should be explained.  

•	 Provide a detailed risk analysis and contingency plan. This should include a list of risks asso-
ciated with each proposed action, accompanied by relevant mitigation measures. A good risk 
analysis will include a range of risk types including physical, environmental, political, economic 
and social risks.

For the assumptions and risks, the logical framework matrix explained in Part 2 Step 5 of this 
guideline should be utilised. 

•	 Explain how the action will be made sustainable after completion. This may include necessary 
follow-up activities, built-in strategies, ownership, communication plan, etc. Distinguish be-
tween four types of sustainability:

a. Financial sustainability: e.g. financing of follow-up activities, sources of revenue for cover-
ing all future operating and maintenance costs.

b. Institutional sustainability: e.g. structures that would allow the results of the action to con-
tinue to be in place after the end of the action, capacity building, agreements and local 
‘ownership’ of the results of the action.

c. Policy level sustainability: e.g., where applicable, structural impact (improved legislation, 
consistency with existing frameworks, codes of conduct, or methods).

d. Environmental sustainability (where applicable): what positive/negative impact will the ac-
tion have on the environment — have conditions been put in place to avoid negative 
effects on the natural resources on which the action depends and on the broader natural 
environment?
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Financial sustainability: Briefly, it is all about the financial explanation of how the sustainability 
of the project objective will be achieved in the planned way upon the finalisation of the project. 
Because basically, it is necessary to explain which financial sources will be used for the finance 
needed for the activities to be implemented within the scope of the project and especially the 
continuing additional operation activities. From financial terms, financial sustainability should 
be explained considering finance of the expenditures in the form of operation expenditures 
(staff, activities of the project and focusing on the outcomes, training, conference etc.) for the 
continuation of the project upon its finalisation except for the fixed investment payments made 
for once within the scope of the project (machine, equipment, fixtures etc.). Otherwise, expla-
nation of financial sustainability, taking into account the entire project budget, will unnecessarily 
increase the need for post-project financing and overestimate the need for resources.

Institutional sustainability: It is about the way and form of continuation of the institutional struc-
ture to conduct the project upon its finalisation. The organisation preparing and implementing 
the project can maintain the same structure upon the finalisation of the project in line with the 
financial sustainability principles explained above, and the project can be transferred to a “new 
institutional structure” (association, cooperative, foundation, unit etc.) which is planned at the 
preparation phase of the project for ensuring the sustainability of the project. The important 
point from the aspect of institutional sustainability is the participation level of the mentioned 
stakeholders and their ownership of the structure. It is just a dream to claim that a structure not 
including the target groups – in whatever form- is sustainable. 

Policy level sustainability: Legal and administrative structural arrangements to be made by the 
local authorities during the project’s implementation period and afterwards can have important 
effects on the sustainability. Even though not required for each project, the local authorities’, 
who are a party to the project, planned legal arrangements to ensure the success of the project 
and its sustainability and the relevant developments, if any, should be explained. 

Environmental sustainability: The possible positive and negative impacts of the project on the 
natural environment and sources should be foreseen and explained in this part. Within this 
scope, for example in order to ensure that the project has no negative environmental impacts, 
it can be stated that especially the products produced from recyclable materials will be used. 

•	 Describe a dissemination plan and the possibilities for replication, extension of the action out-
comes (multiplier effects), capitalisation on experience and knowledge sharing, clearly indica-
ting any intended dissemination channel. 

The possibilities regarding the replication of the project and dissemination of the project out-
puts as well as the multiplier effects of the project are indicated in this part. Utilisation of the 
project outputs and outcomes at local and regional scale and especially in the implementation 
area of the project, the activities to be conducted for disseminating the output, outcome and 
the model and for accessing wider communities should be explained. 
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It should be kept in mind that in case the sources are effectively used, and the participatory 
processes are operated, the multiplier effect will be maximised. For instance, in the implemen-
tation of awareness raising activities, establishment of continuous coordination with the na-
tional, local and selected social media representatives is critical. Therefore, awareness raising 
activities will not be limited with the project sources, and the synergy between the actors and 
the activities will be strengthened.

2.1.5 Logical Framework 

Please fill in Annex C to the Guidelines for Applicants. 

Please see part 2 phase 5 of this guideline. 

2.1.6 Budget, amount requested from the contracting authority and other expected sources 
of funding

Fill in Annex B to the Guidelines for applicants to provide information on:

•	 the budget of the action (worksheet 1), for the total duration of the action and for its first 12 
months;

•	 justification of the budget (worksheet 2), for the total duration of the action, and  

•	 amount requested from the contracting authority and other expected sources of funding for 
the action for the total duration (worksheet 3).

For further information, see the Guidelines for applicants (Sections 1.3, 2.1.4 and 2.2.5).

Please note that the cost of the action and the contribution requested from the contract-
ing authority must be stated in EURO.

Budget is one of the important elements in taking the decision of providing financial support 
to the project. Accordingly, in most of the grant schemes, the project budget and cost-effec-
tiveness should be at a specific level.  Normally, during the evaluation of the full application 
package, the budget table presented with the project proposal by the applicant has a weight of 
15 scores over 100 scores for the full package. If a qualification condition has been set in this 
part in the grant scheme, for example it can be stated that the applications below 10 points in 
this part will be eliminated. For this reason, it is required that the project activities be reflected 
in accordance with the budget, and there should be adequate and reasonable proportion be-
tween the estimated costs and results. The details regarding the preparation of the budget are 
presented in the following part.
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2.2. Experience of the Applicant (and if any 2.3. co-applicants and if any 2.4. affiliated 
entity(ies))  

This information will be used to assess whether you have sufficient and stable experience of man-
aging actions in the same sector and of a comparable scale to the one for which a grant is being 
requested.

For each of the applicant and, if any, the co-applicant and, if any, affiliated entity(ies), the follow-
ing table should be filled in separately to demonstrate both the projects of a comparable scale 
and in the same sector and other projects implemented in the last three years. 1 page should 
be reserved for each project, and maximum 10 of the other projects should be included.

Name of the applicant/ Co-applicant/Affiliated entity 

Project title Sector (see Part 3 Chapter 3.2.2):

Location of the 

action

Cost of the action (EUR) Role in the 

action: co-

ordinator, 

co-beneficia-

ry, affiliated 

entity 

Donors to the 

action (name)

Amount con-

tributed (by 

donor)

Dates (from dd/

mm/yyyy to dd/

mm/yyyy)

… … … … … …

Objectives and outcomes of the action

Other Parts of the Application Form 

The identity information of the applicant organisation which is in the position of leader is inserted in 
the table in part 3, and the information regarding the co-applicant, if any, should be inserted in part 4 
in full. 

	If any, the co-applicants should sign the Mandate for Co-applicant(s) in the Part 4. 

	If any, the affiliated entity(ies) should fill the table in the Part 5 of the Full Application Form and should 
sign the Statement. 

	If any, associates should fill the Table in the Part 6 of the template of the Full Application Form. 

Finally, in the Application Form, there is a check list in Part 7 where the applicant will check himself/
herself whether the information provided is compatible with the criteria listed in the Guideline for ap-
plicants. As a conclusion, the questions in this part should be answered, the statement in the Part 8 
to be signed only by the legal representative of the applicant should be signed, and the Application 
Form should be finalised. 
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D. PREPARATION OF THE PROJECT BUDGET 

The quality of the budget depends on how realistic the inputs are priced. Realistic pricing has an im-
portant impact on the implementation of the project. 

In the budget, unit and total cost of each input, how the costs are identified and the reason as well as 
the ones who will finance the costs and the relative contribution of the parties are indicated. 

While preparing the project budget, the stakeholders should be consulted. Agreement should be 
reached on the inputs. Income and expenditure situation of the applicant, the capacity of using and 
managing the allocated resource under the current institutional structure and the requested resource 
planning should be in balance. 

D.1 Frequently made mistakes during the budget preparation: 

1 Not showing expenditures required for each activity stated in the description of action (Application 
Form) or in the activity plan included in it in the budget: Generally, the costs not foreseen in the 
budget are not considered eligible. All activities declared in the Application Form are accepted as 
the committed actions of the beneficiary for receiving financial support during the application, and 
they become contractual responsibilities following the signature of the project contract. Therefore, 
in any case, these activities should be performed during the implementation. From this perspec-
tive, it is compulsory to show the expenditures of all the actions in the project in the budget; other-
wise, the committed actions will have to be covered from the budget of the beneficiary. 

2 Foreseeing expenditures for an activity not included in the description of action and reflecting them 
to the budget: It should be noted that the costs not corresponding to the activities included in the 
description of action and the expenditures to be incurred will not be accepted as eligible cost. It 
will prevent possible inconsistencies in budget justification demonstrating from which budget item 
each activity and indicator will be covered in the logical framework and simultaneously in the bud-
get justification sections for which indicator in each logical framework is foreseen. For example, 
it should be stated in the justification of the budget that the expenditures regarding renting a hall 
in a hotel for a specific duration is related to activity 1.1.1.5 “organisation of the training venue”. 
Therefore, for justification, the number and title of the relevant activity should be written. 

3 When the expenditures foreseen for the inputs are quite above of the normal market prices: For 
example, while the market prices for a laptop is approximately TRY 1000, reserving TRY 2,500 in 
the budget for this is not eligible cost. Because in the EU projects, actions should be taken in line 
with the principles of cost effectiveness and sound financial management. The expenditures that 
do not comply with the principles of good financial management, correspondence with the market 
prices, value for money and cost-effectiveness are not eligible costs. On the other hand, because 
all the expenditures within the scope of the project will be exempted from such taxes as VAT and 
Special Consumption Tax and procurements will be done by following the tender processes; the 
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expenses are expected to be more economical thanks to price advantage. It will be helpful to carry 
out the necessary market surveys for the identification of the expenditures and to receive offers 
from several enterprises with proforma invoice. Briefly, it is not possible to cover the abnormal 
costs which cannot be normally covered by the beneficiary and/or affiliated entities and which are 
above the market prices from the project budget. For projects with budgets where costs are above 
market conditions that are inconsistent with the principle of good financial management, this will 
be a disadvantage during the evaluation phase. Moreover, it should be taken into consideration 
that the Contracting Authority will review the budget items in terms of their consistency with the 
market conditions during the budget revision phase. 

4 Putting the expenditures under the wrong expenditure group: There are 6 main headings in the 
budget format where the expenditures can be directly identified. According to each type of ex-
pense, one should be added under one of these headings by giving the budget item number. For 
instance, if the item 5.3. in the budget format is determined as the cost of verification and audit of 
the expenditures, it is not suitable to put the expenditures of this under the budget heading 1. 

5 Not foreseeing expenditures for compulsory activities of the scheme: Generally, in the projects where 
the requested amount of grant is above 100,000 Euros, there are such activities as the verification 
and audit of the expenditures by an independent financial adviser (5.3 Expenditure Verification/Au-
dit), carrying out monitoring and evaluation activities (5.4 Evaluation costs) and implementation of 
visibility activities (5.8. Visibility actions). Moreover, there can be other similar activities specific to the 
objectives of the scheme. Therefore, these should be included in the relevant budget items. 

6 Putting expenditures that cannot be documented with valid documents and accounting records in 
the budget: Each expenditure transaction, as a rule, should be documented with at least one of the 
‘Papers’ listed in Articles 229-242 of the Third Part (Papers) of the Tax Procedure Law no. 213 such 
as invoice, sales slip, self-employed invoice, pay slip (payroll) and note of expenses. The costs that 
cannot be documented accordingly should not be included in the budget because they will not be 
accepted as eligible cost. 

7 Putting expenditures to be incurred by different organisations in the budget: All the expenditure 
documents within the scope of the project should be issued in the name of the applicant, co-ap-
plicant or affiliated entity which will implement the project directly. Accordingly, it should be noted 
that any expenditures incurred by anyone other than the applicant, co-applicant or affiliated entities 
(such expenditure documents like invoice, note of expenses, self-employed invoice or payroll to 
be paid by the different organisations or issued in the name the different organisations) will not be 
considered as eligible cost. 

8 Stating the expenditures financed from another source in the budget: Due to the prohibition of dou-
ble financing, the expenditures within the scope of another grant scheme or another project or the 
expenditures belonging to currently continuing activities or inputs by the organisations applying for 
the grant cannot be accepted as eligible cost. 

9 Ignoring the principle of sustainability: It will be helpful to consider the period following the project 
finalisation while calculating the costs. Because, for example a purchased equipment may need 
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consumables and maintenance services for the continuation of the activities. The implementing 
organisation should have the capacity to provide this. Accordingly, the organisations which do not 
have the financial capacity to cover the high costs of operation and maintenance upon the project 
finalisation should not purchase such equipment from the project budget. 

10 Including ineligible costs in the budget: Ineligible costs are specified in the Guidelines for appli-
cants. The expenditures that will not be covered from the project can vary depending on each 
grant scheme. However, the expenditures some of which stated in the articles 2,3 and 8 above (the 
costs not corresponding with the activities in the description of action and the expenditures to be 
incurred; the expenditures that do not comply with the principle of strong financial management 
and the expenditures that are financed from another source) are ineligible costs in every grant 
scheme, which should not be included in the budget and these can be listed as follows: 

•	 Salaries of public officials like civil servants and academician: (except for the salaries demonstrated 
as co-financing in the projects of their own institutions) and their fees (except for the cases they are 
allowed to work according to the law they are subject to) 

•	 The costs beyond the implementation period of the project: Before the implementation period of 
the grant scheme, costs of feasibility studies within the scope of project preparation, drafting of 
project proposal and translation as well as the charges and fees for notary and such costs as staff 
and rent following the date of finalisation of the project cannot be covered from the project. In other 
words, all the expenditure documents like invoice should be issued between the start and finalisa-
tion dates of the project. However, the costs regarding the final evaluation activities including the 
audit and final expenditure verification to be made by an certified public accountant and the costs 
regarding the preparation of the final report are exceptions to this rule, and these can be performed 
following the finalisation of the project. 

•	 The expenditures incurred as a result of the violation of the valid rules to be applied: Purchase of 
services and supplies made not in accordance with the procurement rules and procedures or 
printing of visibility materials not designed in accordance with the visibility rules or conferences not 
complying with visibility rules are not accepted as eligible costs. 

•	 Taxes and duties: Value Added Tax (VAT), Customs and Import Tax, Special Consumption Tax, In-
heritance and Transfer Tax, Stamp Tax and Duties, Special Communication Tax and Motor Vehicles 
Tax and/or the taxes having equal effect are ineligible costs. These taxes should not be taken into 
account while preparing the project budget. Within this scope, following the signing of the grant 
contract, the beneficiary should apply to the relevant tax offices with the approval to be received 
from the Contracting Authority and should receive the VAT exemption certificate at the beginning 
of the project. 

•	 The costs regarding the restoration or renewal of a real estate to be temporarily rented from the 
project budget. 

•	 Bank and finance costs (except for the transfer costs and deposit costs resulting from the require-
ments of the contract). 

•	 Payments made through different methods while they should have been made through bank trans-
fer (except for urgent collection and payments not exceeding TRY 7,000according to the General 
Communique of Tax Procedure Law with Serial Number 459), 
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•	 Debts, losses or provisions for future possible obligations, 

•	 Fees for debt services (interest)

•	 Purchase of plot or building (Except for the cases necessary for the directly implementation of the 
project in according to the special circumstances and which will contribute to increasing the effect 
of assistance) 

•	 Losses resulting from exchange rate, 

•	 Unless otherwise stipulated in the Special Conditions, loans granted to the third parties, 

•	 Passport fees (except for the departure fee and school registration fees), 

•	 Fines and legal expenses, 

•	 In-kind contributions (except for volunteers’ work in case it is allowed in the Guidelines for appli-
cants),

•	 Performance-based premiums included in personnel cost.

In most of the grant schemes, in addition to the ones mentioned above, specific restrictions may be im-
posed regarding eligible expenditures. Thus, it should be noted that these should be taken into consid-
eration during the budget preparation. For instance, in some schemes, there can be such restrictions 
like the machine-equipment expenditures cannot exceed a certain ratio of the budget, rule of origin, 
procurement of second-hand equipment purchase is not eligible or the costs regarding developing a 
web site with some exceptions. At this point, the grant Guideline and its annexes should be carefully 
examined, and the clarifications made by the Contracting Authority should certainly be observed. 

D.2 Parts of the Budget 

What is vital while preparing the budget table is to use the correct format published as an annex to the 
Guideline for the grant scheme. For this reason, the Guidelines and relevant documents of the call for 
proposals to which application is made should be downloaded from official web site of the Contract-
ing Authority or EuropeAid of the European Commission. In the EU-funded grant schemes, in general, 
there are 13 headings and 3 separate parts in the budget format. 

1. In the first part, there are a detailed breakdown of the budget and the narrative information regard-
ing each expense item, the unit to measure this item, unit numbers, unit costs and total cost. 

2. The second part is the justification of the budget. 

3. The third part has the heading of “expected sources of funding and summary of the estimated 
costs”. 

Section 1: Budget for the action

While preparing this part, the information and guidance provided in the footnotes should be taken into 
consideration. Each part is composed of 13 main budget headings and the items that should be listed 
under these headings. Each budget item should be explained and divided into main components. Unit 
number and unit value for each item should be indicated on the basis of the indicators set. Without 
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considering the part financed by the Contracting Authority, the budget should include all the costs rel-
evant to the Project as a whole. 

The 4 columns having the heading of “all years” coming after the first column which includes the de-
scription of the cost items is composed of the columns of unit of the cost item, number of units, unit 
value and total cost. This part encompasses the whole implementation period of the project. In the 
projects which are longer than 12 months and therefore have more than one reporting period, these 4 
columns should be separately filled in for each year. As a result, the values entered for each year should 
be entered in “all years” column as total. 

General Types of Costs 

Generally, there are 4 types of costs in the budget: 

1. Direct costs are the ones directly related with an individual activity of the project and where the 
connection can be demonstrated with this individual activity. For instance, staff costs stem direct-
ly from a labour or service contract signed between the employer and employee. These costs 
should be clearly described. For instance, if a grant beneficiary makes a contract with a trainer to 
deliver in-service training sessions, the invoice should describe the different types of costs. The 
salary of the trainer is considered as the external staff cost. However, for example the training 
materials are not considered within these costs. Moreover, the costs of the business trips are not 
accepted as staff costs, and this should be separately budgeted. On the other hand, the subsis-
tence or allowances provided to project participants are not accepted as staff costs. 

2. Indirect costs are generally costs that are not directly linked to or associated with a single activity 
of the project in question. These costs include administrative costs, recruitment costs, accountant 
or cleaner costs, and administrative costs where it is difficult to determine the amount attributable 
to a particular activity, such as water or electricity costs.
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3. Another type of cost is contingency reserve. This can be earmarked for additional expenses which 
are not foreseen in the budget item but incurred due to the external factors out of the control of 
the applicant and due to reasons which are impossible to foresee, yet necessary for the project 
implementation. Contingency reserve cannot exceed 5% of the sub total of the directly eligible 
costs (heading 7 of the budget), and a written approval should be received from the Contracting 
Authority in order to use a part or total of the contingency reserve during the implementation. 

4. The fourth general cost type is in-kind contributions. In-kind contribution means provision of goods 
and services free of charge by a third party to the beneficiaries or affiliated entities. Because in-
kind contributions do not involve any expense for the beneficiaries or affiliated entities, normally 
these are not eligible costs. Exceptionally, if in-kind contributions are described by the Contracting 
Authority and are allowed to be deemed as co-financing in the Guideline for applicants, they can 
include the staff costs for the work carried out by the volunteers within the scope of an action or 
work programme. 

The first 6 headings out of 13 main headings are divided functionally according to the ex-
pense types. The main budget headings according to this division are explained below: 

Human Resources 

1.1 Salaries (gross salary including social security payments and other relevant expenses, local 
staff) 

1.1.1 Technical 

1.1.2Administrative/support staff

1.2 Salaries (gross salary including social security payments and other relevant expenses, for-
eign/international staff)

1.3 Task/travel per diems

1.3.1 Foreign (project staff)

1.3.2 Local (project staff)

1.3.3 Seminar/conference participants

Under the heading of the human resources, all the staff who will be employed and paid from the project 
grant amount or paid by the applicants as co-financing should be included. The staff to be selected 
should be suitable for the project and should be experienced, and the salary should be identified in the 
light of the qualifications of relevant staff. 

Under the heading of technical staff, the staff who will work in actions requiring expertise are included. 
Under the heading of administrative staff, the staff who will manage the project implementation and 
provide backstopping services for the implementation (project coordinator, secretary and accountant 
etc.) can be foreseen. If the staff is working full-time the salaries are demonstrated monthly, and salary 
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below the minimum wage should not be put. If the staff is not working full-time, the working time should 
be inserted in the unit part of the budget item in percentage. The support staff who will perform the 
administrative works of the project can be determined on the basis of unit price. 

For instance, according to the below mentioned budget, it is foreseen that a workshop technician will 
work 480 hours throughout the project and will receive 10 Euros per hour. If the staff is not working full 
time the percentage should be stated with the explanation of the item and should be reflected on the 
“number of units” (not unit cost). Similarly, two field staff will be employed for 100 days each and for 50 
Euros per day throughout the project. 

Budget for the action All years

Costs Unit # of units
Unit value  
(in EUR)

Costs 
(in EUR)

1.1.1.2 Workshop Technician Per hour 480 10 4,800

1.1.1.3 Education Specialist (70% part time) Per month 12*0,7 1000 8,400

1.1.1.4 Field Staff (2 Short-term Experts per 100 

days)
Per day 200 50 10,000

Within the scope of the first heading of the project budget, human resources, labour contract or indi-
vidual service procurement contract can be signed only with real persons. It is not possible to employ 
staff by means of service procurement from any institution, organisation or company. In other words, 
under this heading, it is not possible to incur expenditures with invoice; the wage costs of the ones to 
be employed can be indicated here. In cases where the service will be procured from the legal persons, 
the budget heading 5 and 6 should be used. 

According to Labour Act, maximum working hours per week is 45 hours. It is important to indicate the 
weekly working hours in the labour contract to be signed with the staff. Therefore, total working hours 
of the staff working in more than one job cannot exceed 45 hours per week. In this respect, the working 
times used by the personnel to be employed for the jobs they are currently working on should be deter-
mined, and the duration that they can work for the project should be calculated. Within the scope of the 
projects, the values to be accepted as the working hours and to be considered during the calculations 
are as follows: 

• 1 DAY equals to minimum 7,5 hours of work

• 1 WEEK equals to minimum 5 days of work (at maximum 45 hours)

• 1 MONTH equals to 4 weeks of work– at least 20 days of work (minimum 150 and maximum 180 
hours).

2/3 of 45 hours accepted as the weekly working hours is 30 hours. Accordingly, the workings up to 30 
hours in a week (120 hours -16 days in a month) are considered part time, and working over this du-
ration is considered full time. 
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In the items 1.1 and 1.2 under the first main heading of the budget or the sub items to be opened under 
them; the unit and total sums foreseen to be paid to the staff on the basis of month, week, day, hour or 
per piece are not the net or gross wages for the staff that are required to be employed with insurance. 
Gross wage includes, in addition to net wages, only employee insurance and unemployment insurance 
premium contributions and income tax cuts. 

The total cost to be indicated in the project budget should be calculated by adding employer’s 
insurance contribution and employer’s share of unemployed insurance to the gross wage. In other 
words, the amounts in the project budget includes the salary to accrue, social security and unem-
ployed insurance contributions of the employer and employee, income tax and any kind of compen-
sation and relevant costs. The amounts to be added to the budget is not the salary but the total cost 
of the relevant staff or engagement. In other words, the amount in the budget for human resources 
is the total cost including all the expenses to be paid for the employment of the staff. It should be 
noted that the practices against legal cuts will give rise to ineligible expenditures. 

For example, if monthly cost foreseen for 1 staff in the budget or reduced according to the working 
hours is 1000 Euros

• Employer’s Liability Insurance Premium 20,5% and

• Employer’s Liability Unemployed Insurance Premium 2% 

Gross Wage: 1000 Euros / (1+20,5%+2%) = 816,33 Euros. 

“The income obtained by the real persons who are not Turkish citizens or do not reside in Türkiye are 
not subjected to income tax in Türkiye”. Therefore, any tax cuts will not be made from people falling into 
in this group in their salary payment. 

The fees and salaries to be paid should not exceed the current fees normally offered by the beneficiary 
or partners unless it is justified that it is obligatory for the implementation of the activity in current con-
ditions. 

In the selection of all local or foreign staff to be employed in the project short or long term within the 
scope of the project, the principles of transparency, proportionality, not causing conflict of interest and 
non-discrimination should be abided by. Therefore, it is of critical importance to make a vacancy an-
nouncement by determining the detailed job descriptions and fair selection criteria in order to find the 
most suitable person especially for the technical staff. 

Persons to be employed should fulfil the requirements of expertise and experience in accordance 
with the job description prepared for relevant position. Moreover, in order to avoid conflict of interest, 
it should be taken into consideration that there is no particular relationship based on self- interest and 
family bonds with the persons represented in the management of the beneficiary or with persons who 
are authorised to represent and bind. In other words, there should not exist relationship based on self- 
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interest between the person to be employed and the person who will evaluate the provided services by 
this person in quantitative and qualitative terms. 

Salaries of officials subject to the Law no. 657 and academicians subject to the Law no. 2547 can only 
be considered as co-financing if they are employed in projects carried out by institutions where they 
work permanently. It is not possible for them to work in jobs “requiring continuity” in the grant projects 
implemented by organisations other than their own institutions (in the projects where their own institu-
tions are not the applicant or co-applicant). However, each public official can be assigned for non-con-
tinuous jobs not exceeding 30 days in total per project and 10 hours per week by obtaining required 
legal permissions, and they can receive fee from the grant amount of the budget. 

It is not possible to appoint someone who is currently working in a full-time job by covering his/her fee 
from the grant amount in the project. No matter what the name is, all the payments to be made within 
the scope of the project are subjected to the premium-based income to be notified to the Social Secu-
rity Institution. 

Per diem can be foreseen for the appointment and/or travel to a region other than normal basis of op-
eration of the project staff. Per diem under 1.3.1 item for international travel or appointment and under 
1.3.2 for the domestic travel or appointment is given on the basis of per night accommodated in the 
region other than normal basis of operation. As for per diems, it should be noted that supporting and 
proof documents should be presented for proving that the person has actually accommodated.  

In case people ‘accommodate’ to participate such activities of the project as conference or seminar 
and if the justification is presented in the project, the participants of the events (not the project staff) in 
the regions out of their normal basis of operation or residence can receive per diems under the heading 
1.3.3 of the budget. This is applicable to the staff of the associates as well. 

Per diem amount actually covers accommodation, food and the local transport expenses within 
the basis of operation and is actually in the nature of lump sum.  This amount cannot exceed the 
amounts normally covered by the grant beneficiaries under their own legislation and the published 
rates by the European Commission when the contract is signed. Moreover, minimum amounts of 
the per diems for each country is determined by the European Commission and published in the 
following address: 

(https://ec.europa.eu/international-partnerships/documents-library_en?keyword=per%20diem%20
rates)  
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Country where the per diem will be used should be indicated in the cost description. 

Local transportation costs include the costs of transports to the airport, transfers from the airport to the 
hotel and other local transportation. 

In the calculation of the per diem within the scope of the project, the number of overnight stays should 
be taken as basis, and the per diem payments should be in accordance with the duration of accom-
modation. It should be taken into consideration that if one night is not spent, per diem is not paid. As in 
the following example, the budget should specify the country/regions where the per diems will be used, 
rates applicable, number of participants and the overnights that will be spent. 

Costs Unit # of units Unit value 
(in EUR)

Total Cost 
(in EUR)

Study Visit - Seminar (France): 7 
nights x 12 person = 84 nights

per diem 84 130 10.920

It is possible to pay per diem to the project staff who are or who are not public officials and to par-
ticipants of events including the staff of associates provided that the documents proving the relevant 
travel and accommodation (accommodation invoice, restaurant and taxi receipts etc.) are submitted 
without the need for submitting the documents regarding the actual expenditures (in lump sum). If the 
accommodation document is not submitted, it must be possible to prove with the travel tickets which 
should be submitted in any case for the reimbursement of the travel expenses that the accommodation 
was made. 

On the other hand, if the normally applied system by the beneficiary and the co-applicants for the per 
diems foresees the calculation of per diem over the actual expenditures, the same system should be 
applied to the per diems of the project. 

Travel

2.1 International travel 

2.1.1…

2.2 Local transportation

2.2.1…

2.1 refers to travel cost of return travel for the country of international travel and it is for the economy 
class. 2.2 refers to local transportation on a monthly basis and includes road travel and airway. In the 
airway transport, economy class should be preferred. 

While preparing the travel budget, the relevant travel plan and the number of participants should be 
exactly determined. None of the activity which is unnecessary and not explained in the activities should 
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not be included in the budget as travel. For the international travels, establishing the pre-agreement 
with the locations and the institutions to be visited ensures efficiency in budgeting costs. 

In service procurement from the tariffed service providers or agency or tourism company (including 
taxi) in domestic, intercity or international roads for the beneficiaries or staff of associates or the final 
beneficiaries with ticket or invoice, only “economy class” can be covered from the project budget. 

Travel expenses are budgeted by describing them as ticket per flight or per travel. Tickets are specified 
in a single item as return tickets. If return ticketing is not foreseen, the costing is made per travel. 

2.1 International travel Unit # of units Unit value Total Cost 
(in EUR)

2.1.1 Study visit (İstanbul - Paris 
- İstanbul) – return tickets for 12 
people

Per flight 12 Ticket price 12 x ticket price

The travel expenses cannot exceed the amounts normally covered by grant beneficiaries within the 
scope of their own legislation. In each budget item in this heading, departure and arrival points should 
be indicated. In case of a great number of local travel and if the information regarding the local travel 
are not clear or not available, the total amount that can be paid under this item can be inserted in global 
amounts monthly. 

Equipment and Supplies 

3.1 Purchase or rent of vehicles: It is the item where purchase or rent of vehicles to be used in 
the project activities, in particular in field studies is foreseen. 

3.1.1…

3.2 Furniture, computer equipment: It can be foreseen to be used in the project management 
and actions. 

3.2.1…

3.3 Machines, tools, ...

3.3.1…

3.4 Spare parts/equipment for machines, tools

3.4.1…

3.5 Other (please specify): Other equipment and material specific to the project, like the raw 
material to be used in the training. The amount of the raw material should be limited with the one 
to used in the project. 

3.5.1…
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Purchase or rent of vehicles, furniture and any kind of data processing equipment like computer, print-
ed material like literary, visual or audio books and DVD, machine, tool, spare part, consumables and 
office materials and equipment from a supplier is considered supply. Under this heading, for each item 
it should be stated whether it is a purchase or rent. It should be taken into consideration whether the 
purchase of second-hand equipment is allowed within the scope of the grant scheme. 

It should be taken into consideration that the purchased equipment and materials are convenient for 
the use for the continuation of the project activities and in similar studies by the institution. Availability 
of the space where the machine equipment will be physically set up should be taken into consideration. 

Technical specification should be prepared for the goods needed for the purchase or rent of ready-
made goods that are sold or rented at retail or wholesale from the suppliers of goods in the market. The 
similar expense headings under this heading should be collected under a single item. It is important 
to note that while planning the equipment purchase the total cost of the similar type items to be pur-
chased will determine the procedure of procurement and for the procurements of high value, it will be 
required to run complex and long tender processes. 

The consumables to be used in the practical training should be included in the budget not one by one 
but in the form of a package, and the details should be explained in the justifications part. For instance, 
under which main activity consumables will be used? Which features will they have? With which equip-
ment, in which machine, by whom and at which amount per person will they be used? 

However, generally rent of a car is confused with the transportation. Renting only a car is different 
from transportation service. If a car will be rented without a driver, supply process is run, and supply 
documents are used. Within the scope of the project, if the work is not only about renting a car but 
also includes a certain amount of service content at the same time (for example, a work that requires 
allocating a car with the driver for transporting the students at particular times to particular areas), this 
should be carried out in the form of service contract and should be budgeted under the heading 6 of 
the budget, and service procurement documents should be used. 

Unless otherwise specified in the Description of the Action (Application Form), it should be 
taken into consideration that the equipment, tools and materials to be purchased with the project 
budget should be transferred to the final beneficiaries at the latest during the submission of the final 
report. 

Procurements which can be proven with suitable documents at market rates should be made. If there 
is not the justification showing the technical features of some equipment during the budget revisions, 
the Contracting Authority can exclude these from the budget before signing the project contract. If the 
Grant Scheme application Guideline foresees a certain proportion for the purchase of equipment and 
supplies, this proportion should be abided by. For instance, the scheme rules may stipulate that the 
total cost of the equipment and supplies to be purchased (except for rent) should not exceed 15% or 
20% or 25% of the direct eligible costs (from the item 11 in the budget). 
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Local office/project expenses:

4.1 Vehicle costs: The costs of fuel and maintenance of the vehicles whose necessity is justified.

4.1.1…

4.2 Office rent: The rent of the office set up for the project implementation and where the m2 re-
quirement is explained. 

4.2.1…

4.3 Consumables – office supplies: The consumables and office supplies used in the office. The 
consumables should be foreseen in a single item as various stationary materials but not one by 
one. The required details should be presented in the justifications part. 

4.3.1…

4.4 Other services (tel/fax, electricity/heating, maintenance): The costs of phone, fax, heating and 
maintenance about which required explanation is presented. 

4.4.1…

The expenses under the item of “local office” are the ones excluding the costs of the staff of the office 
to be set up for the implementation of the project. Payment of such costs as fuel and maintenance of 
the vehicles belonging to the project personnel or which will be included as the in-kind contribution by 
the project beneficiaries or associates can be done under item 4.1. There is a risk of making mistakes 
in the expenses of rent of vehicles including the fuel. In practice fuel expense notification table can be 
used. Therefore, it is foreseen that a vehicle is rented without fuel. The fuel expenses are to be foreseen 
under item 4.1.

Right after the signature of the contract, the beneficiary should identify an office where the project will 
be implemented, local and central teams can communicate, team meetings can be organised and (if 
there is not a more suitable place) the folders will be archived or should establish an office specifically 
and should furnish this office with the required equipment. This office can be established in a place 
which the beneficiaries or associates can contribute to the project as in-kind contribution, but also can 
be established in a place that can be rented externally under the project item 4.2. In the budget, the 
amount to be foreseen for the rent is the amount of the rent including all taxes (withholding tax etc.) 

In a project proposed by the applicant, if the project office, training venue and similar places are 
foreseen to be provided in the form of in-kind contribution, it is obligatory to provide this contribution. 
In cases where they will be rented, the grant beneficiary should act in accordance with the princi-
ples of transparency, proportionality, equal treatment and non-discrimination in order to find the best 
price-quality ratio in the selection of the most suitable place in a central location. Only the part of the 
rent for the duration of the project implementation can be covered from the project budget. Other ex-
penses stemming from the rent procedures are not eligible. It should be taken into consideration that 
it is not possible to rent from the affiliated entities of the beneficiary, co-beneficiary or the associate 
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because this will create conflict of interest. 

In cases an office specific to the project and required for the implementation of the project is included 
in the project within the framework of in-kind contribution or rented, all the consumables of the office 
can be covered from item 4.3. of the budget and the expenses of tel/fax, electricity/heating and mainte-
nance can be covered from item 4.4 of the budget. In case where an office which belongs to the grant 
beneficiary and previously rented for the routines of the beneficiary from its own budget is used at the 
same time as a project office, the amount to be found by multiplying the unit square meter rental cost 
and the area to be used as the project office is accepted under the item 4.2. Moreover, the costs of 
electricity, water and heating are considered as administrative expenses under item 4.4. 

Other costs and services

5.1 Publications: Printing books. If it is foreseen by the contractor, it can be stated in the budget in a 
lump sum. Brochures and posters are not publications and should not be confused with the visibility item.

5.1.1…

5.2 Studies, research: Includes the studies and research about the theme of the project. Lump 
sum can be applied. 

5.2.1…

5.3 Expenditure verification/audit: It will be within the scope of the financial reporting of the proj-
ect.

5.3.1…

5.4 Evaluation costs: The studies conducted to prove the indicators. 

5.4.1…

5.5 Translation, interpreters: Eligible cost is paid per page for the reports to be translated. Unit 
price should be taken as basis not the lump sum. 

5.5.1…

5.6 Financial services (bank guarantee costs etc.)

5.6.1…

5.7 Cost of conferences/seminars: According to the number of participants in the project activity, 
service can be procured from the sub-contractor and can be divided into breakdowns by justifying 
the need. 

5.7.1…

5.8 Visibility actions: They are the visibility activities of the project implementation. They should be 
implemented throughout the project.

5.8.1…

Heading 5 is for the expenses not included in the first 4 budget item regarding service procurement. 

Principally, the beneficiary and the project partners will be responsible for the organisation and ad-
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ministration of any kind of activity foreseen in the projects. From this aspect, the project management 
cannot be transferred or delegated. Various goods and services are envisaged in different items of the 
budget within the scope of performance of an activity directly by the beneficiary(s) with the necessary 
human resources and other inputs.

For instance, mobilisation of trainers for training activity, purchase of training materials, organisation the 
training venues and transportation are stated under different budget items as purchase of supplies or 
services. However, implementation and organisation of some activities with all the inputs if they result 
from the requirements of the contract directly and included in the accepted budget can be delegated 
to a sub-contractor. For example, in a study visit to be paid to a foreign country, if the services of travel, 
hotel, food and local transportation for the participants will be purchased one by one by the applicant, 
these should be foreseen in the relevant items of the budget. However, if all these services will be 
subcontracted to an organisation company, the gross expenditure can be written under heading 5. 
This kind of gross service procurement should basically be under the budget items of “5. Other Costs, 
Services” and “6. Other”. 

Under heading 5, nature of each cost and service should be specified. Items 5.1, 5.2 and 5.7 should 
be budgeted if the whole activity will be delegated to a sub-contractor. It should be noted that the costs 
of 5.3, 5.4 and 5.7 are the obligatory costs and should be budgeted. Communication and visibility ac-
tivities should be accordingly planned in every phase of the project and budgeted. 

Other

Heading 6 is about the costs of the project activities not included in the first 5 groups. This heading 
generally foreseen for the allowance / subsistence for the trainees of courses and compensation for 
their daily income because of their attendance to the training within the scope of the project. It should 
be taken into consideration whether the grant scheme brings any constraints regarding such pay-
ments, and the details with a clear justification (to whom they are paid, for how long etc.) should be 
presented in the Application Form and the justifications part of the budget. In the 6th heading, costs 
are also made for issues such as service purchases, minor renovations and moving that cannot be 
budgeted in other items.

Section 2: Justification of the budget for the action

The second section is the justification part of the budget. The first section of the budget is the table 
where the unit numbers and total expenditure amounts are indicated numerically. Because it is not pos-
sible to give every detail in this section, detailed justifications and calculation details constituting 
a basis for the costs should be written in the second section. 
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In the first column of this section, the justifications for the costs for each budget item and their relevance 
to the project should be written with a detailed explanation. Here, reference should be made to the ac-
tivities and outputs and outcomes in the description of the action. 

In the second column, it should be stated how the estimated cost calculation is made and its justifica-
tion. Here also it should be explained which costing method has been utilised. 

During the evaluation of the applications, the justifications part which is carefully examined by the as-
sessors is of critical importance in terms of demonstrating that the project is prepared in accordance 
with the principle of strong financial management and that all the costs foreseen respond a need. 

Costs Clarification of the budget items Justification of the estimated costs

1.3.1. Study visit - 

Seminar (France): 

7 overnights x 12 

person = 84 over-

nights

For the Activity “2.1.1.1 examining the 

practices in the field” of the project, nec-

essary daily amounts regarding the hotel, 

food and local transport are foreseen 

for a team composed of 12 people, 6 of 

which are from applicant organisation 

and 6 of which from a non-governmental 

organisation. 7 overnights are foreseen 

based on the calculation of 3-day sem-

inar to be organised in a trade union of 

xxx and afterwards 2-day consultation 

and information meetings as well as travel 

times. 

In order to ensure cost-effectiveness, 

it has been decided not to implement 

this activity via service procurement as 

a whole. Daily amount will be applied 

with the unit cost method per overnight 

and on lump sum basis. Therefore, the 

workload stemming from the invoices 

of low amounts will be prevented. As 

a conclusion, the calculation is as fol-

lows: 

7 overnight x 12 persons= 84 over-

night*130=10,920 Euros.
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Section 3: Expected Sources of Funding and Estimated Costs

The budget reflects the total cost including the co-financing to be covered from the applicant. 

The expected sources of funding and estimated costs should be in balance. It is reminded that the fig-
ures introduced in the table shall respect all the points included in the check list for the full Application 
Form (part 7 of the Full Application Form). 

It should be noted that this amount and ratios are of key importance in terms of administrative checks, 
that the section 3 of the budget should be fully compatible with the other parts, that the Contracting 
Authority controls the formulas in the budget and that in some cases applicants are rejected due to the 
mistakes in formulas. 

The minimum and maximum contribution amounts and rates to be requested from the European Union 
are confirmed with the check list. The requested financial contribution amount should not change by 
more than 20% when compared with the requested amount during the Concept Note phase in case of 
restricted call for proposals. 

There are 2 headings in the expected sources of funding: 

0. Requested financial amount with the application from the European Union: The minimum and 
maximum contribution amounts to be requested from the European Union are specified in the 
Guideline for applicants. While writing the amount in this part, these two threshold values should 
be taken into consideration. 
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A. The amount to be added as co-financing: There are 4 items under this heading.  

1. First of all, the financial contributions to be allocated to the project by the applicant or 
other donor organisations, if any, are listed. Here the name of the organisation to provide 
contribution and the conditions regarding the financial contribution are indicated. 

2. In the second item, the revenue foreseen to be obtained from the project, if any. Unless 
otherwise stated in the special conditions in the project contract, profit cannot be ob-
tained from the grant project. 

3. In the third part, the financial amounts of the in-kind contributions are written in accor-
dance with the 12 headings of the budget if it is allowed in the Guidelines for applicants 
to consider it as co-financing. 

4. In the fourth item, monetary equivalent of the volunteers’ work is written if it is allowed in 
the Guidelines for applicants to consider it as co-financing. 

Finally, the sum of part A and B is inserted in the line of the total expected financial contributions. 

Estimated costs is composed of two parts:  

B. Estimated total eligible costs: In this part, the total amount calculated under heading 11 and 
under it at which rate this amount will be covered from the EU is written (A/Cx100). In addition, 
in this part the monetary equivalent of the same contributions if applicable and allowed by the 
Guidelines for applicants is written as per heading 12 of the budget. 

C. Estimated total accepted costs: In this part, the total amount calculated under heading 13 and 
at which rate this amount will be covered by the EU is written (A/Dx100)
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CONCLUSION 

It should be noted that the successful preparation of a project depends on careful examination of the 
program that provides funding and its application guidelines, correct interpretation of the documents, 
operation of a participatory process with stakeholder organisations at every stage, completion of the 
analysis and planning stages without overlooking the necessary details, conducting relevant research-
es and projecting the objectives.

We hope that you will have a successful project development process and prepare a project that can 
be found worthy of funding and that your project will contribute to enhance employment, quality of ed-
ucation and social inclusion in Türkiye.

GOOD LUCK
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the views of the European Union.
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