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LIFELONG LEARNING PROGRAMME
Leonardo da Vinci 
Application Form 2009
Mobility
Please note that the tables referred to in certain fields of this form can be found in the Reference Tables Leonardo da Vinci mobility call 2009
1.1
Submission Data
	LLP Sub Programme 
	 Leonardo da Vinci
	Action Type 
	[Table B. Action Types ]

	Call
	 2009

	Submitted to 
	 [responsible NA – pre-filled by the NA ]

	Date 
(completion of form)
	
	Language 
	[Table H. Languages ]

	Title 
(national language)
	

	Acronym
	

	Project Duration 
	 


1.2
Project Summary








Please provide a short summary of your proposal (50 lines), explaining shortly who will be involved in the project, which needs are addressed, which are the main aims and expected outcome, where and when the mobilities will take place
You are kindly requested to provide this summary also in either English, French or German if you do not use one of the official EU languages.

	


GENERAL INFORMATION
Before completing this form, please read the relevant sections in the Lifelong Learning Programme Guide for Applicants and the 2009 Call for Proposals published by the European Commission and by your National Agency, which contain additional information on closing dates, National Agency addresses to which the application must be sent, and specific priorities for that year. Links to these documents and further information such as Frequently Asked Questions can be found on the Lifelong Learning Programme website:

 http://ec.europa.eu/education/programmes/llp/index_en.html
This application form should be completed by the applicant of the proposed mobility project, in cooperation with the planned partners. The application must be submitted to the National Agency of the country of the applicant by 06 February 2009. Please check on the website of the responsible National Agency in which form and to which address the application must be submitted. Use the Check-list below before sending your application. 
check-list

          
 
 



 

Before sending in your application form to your National Agency, the following points should be addressed in order to ensure eligibility. 

· Make sure that, in addition to the compulsory signed paper version of your application, you have also submitted …. [Each NA should explain here  any alternative means to be used to obtain an electronic version of the form: on line eForms, emailing of the WORD file, etc]
· Make sure that you have used the official Application Form for the activity planned in the project

· Make sure that all relevant fields in the application form have been completed, especially the financial section.
· The form is not handwritten (except for the Declaration)
· Make sure that you comply with the deadline published in the call.

· Be sure to comply with the minimum size of the partnership, i.e. partners from at least 2 countries (including the country of the applicant), including at least one from the European Union.

· The proposal has to be written in one of the EU official languages. It can also be written in one of the languages of the EFTA/EEA and candidate countries but must then include a summary in English, French or German.

· Do not forget to sign the application form at the end of Section 2 : The application form must bear the original signature of a person authorised by the applicant organisation. The signature also confirms that your organisation is not in a situation of the exclusion criteria listed in Section 2.4 and that you have the necessary capacity to successfully implement your project.  

· If you are not a public body
 and your grant request exceeds EUR 25.000, please add a copy of the official
 accounts for the most recent financial year for which the accounts have been closed.

2.
Applicant organisation
2.1 
Organisation
 
 



 
 
 
 

	Role 
	Applicant 


 
 
 
 
 
 
	Full legal name
	[In national language and characters]

	
	[In latin characters where originals are not in Latin characters]



	Type of organisation
	[Table D. organisation types ]
	Economic Sector
	[Table E. economic sector ]

	Legal Status
	( Private
	( Public
	Scope
	[Table F. geographical scope]

	Commercial orientation
	( For profit  
	( Not for profit  
	

	Size (staff)
	[Table G.]
	

	Legal Address 

Street - Number
	

	Postcode
	 
	City
	

	Country
	[Table I. country ]

	Telephone 1
	
	  Fax
	

	E-mail
	
	  Website
	


* if applicable
2.2 
Contact person 
 
 
 
 
 


 


 
 
 
 

	Title  
	 
	First name
	

	Family name
	

	Department 
	

	Position 
	

	Work Address 

Street  - Number
	

	Postcode
	 
	City
	 

	Country
	[Table I.  country ]

	Telephone 1
	
	  Telephone 2
	

	Mobile
	
	  Fax
	

	E-mail address
	

	Website
	  


2.3 
General description of the organisation         
 
 

Please describe the size, scope of work, areas of specific expertise and competence; 
experience of the institution including staff experience in the field covered by the project. (max 20 lines)

	


2.4 
Tasks of this organisation in the project
 
 
 

Indicate which specific tasks are to be assigned to this organisation involved and describe the number and the profile of personnel to be involved in the project. (Limit: max 20 lines)

	


2.5
Is the organisation's involvement in this proposal the result of contact seminars/preparatory visits?
	
	Grant agreement number

	 Preparatory visit

 Contact seminar

 None of the above
	


2.6
Person authorised to sign the grant agreement 


 
 
 

	Title  
	
	First name
	

	Family name
	

	Organisation
	

	Department 
	

	Position 
	

	Work address 
	Street – Number 

	Postcode
	 
	 City
	

	Country
	


	Telephone
	
	Fax
	

	E-mail address
	


2.7
 Declaration by the legal representative of the applicant organisation and signature



 
DECLARATION OF HONOUR

To be signed by the person legally authorised to enter into legally binding commitments on behalf of the applicant institution.

I, the undersigned,

Request from my National Agency a grant for my organisation as set out in section 5 of this application form.

Declare that:

· All information contained in this application, is correct to the best of my knowledge.

· The organisation I represent has the adequate legal capacity to participate in the call for proposals.

EITHER
The organisation I represent has financial and operational capacity to complete the proposed action or work programme

OR

The organisation I represent is considered to be a "public body" in the terms defined within the Call and can provide proof, if requested of this status, namely: It provides learning opportunities and

· Either (a) at least 50% of its annual revenues over the last two years have been received from public sources;

· Or (b) it is controlled by public bodies or their representatives

I am authorised by my organisation to sign Community grant agreements on its behalf.

Certify that:

The organisation I represent:

· is not bankrupt, being wound up, or having its affairs administered by the courts, has not entered into an arrangement with creditors, has not suspended business activities, is not the subject of proceedings concerning those matters, nor is it in any analogous situation arising from a similar procedure provided for in national legislation or regulations;

· has not been convicted of an offence concerning its professional conduct by a judgment which has the force of ‘res judicata’;

· has not been guilty of grave professional misconduct proven by any means which the National Agency can justify ;

· has fulfilled its obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of the country in which it is established or those of the country where the grant agreement is to be performed;

· has not been the subject of a judgment which has the force of ‘res judicata’ for fraud, corruption, involvement in a criminal organisation or any other illegal activity detrimental to the Communities' financial interests;

· it is not currently subject to an administrative penalty referred to in Article 96(1) of the Financial Regulation (Council Regulation 1605/2002 of 25/06/02, as amended).

Acknowledge that:

The organisation I represent will not be awarded a grant if it finds itself, at the time of the grant award procedure, in contradiction with any of the statements certified above, or in the following situations:

· subject to a conflict of interest (for family, personal or political reason or through national, economic or any other interest shared with an organisation or an individual directly or indirectly involved in the grant award procedure);

· guilty of misrepresentation in supplying the information required by the National Agency as a condition of participation in the grant award procedure or has failed to supply this information.

In the event of this application being approved, the National Agency has the right to publish the name and address of this organisation, the subject of the grant and the amount awarded and the rate of funding.

I acknowledge that administrative and financial penalties may be imposed on the organisation I represent if it is guilty of misrepresentation or is found to have seriously failed to meet its contractual obligations under a previous contract or grant award procedure.

PROTECTION OF PERSONAL DATA
The grant application will be processed by computer. All personal data (such as names, addresses, CVs, etc.) will be processed in accordance with Regulation (EC) No 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. Information provided by the applicants necessary in order to assess their grant application will be processed solely for that purpose by the department responsible for the programme concerned. On the applicant's request, personal data may be sent to the applicant to be corrected or completed. Any question relating to these data, should be addressed to the appropriate National Agency to which the form must be submitted. Beneficiaries may lodge a complaint against the processing of their personal data with the European Data Protection Supervisor at any time.  (http://www.edps.europa.eu/00_home.htm).
Signature: _______________________________ Date: ______________________

Name of signatory: ____________________________________________________

Position within the organisation: __________________________________________

Name of the applicant organisation: ______________________________________

Stamp of the organisation (if required by your National Agency):

3.
Partner organisations 
Please duplicate/copy Part 3 (points 3.1. to 3.3.) for additional partners

Use consecutive numbering for the partners
3.1
 Organisation
 
 
 
 
 



 
	Role 
	[table A. partner role ]
	Partner Nr.
	



 
 
 
 
 
 
	Full legal name
	[In national language and characters]

	
	[In latin characters where originals are not in Latin characters] 

	Type of organisation
	[Table D. organisation types ]
	Economic Sector
	[Table E. economic sector ]

	Legal Status
	( Private
	( Public
	Scope
	[Table F. geographical scope]

	Commercial orientation
	( For profit  
	( Not for profit  
	

	Size (staff)
	[Table G.]

	Legal Address 

Street – Number
	

	Postcode
	 
	City
	

	Country
	[Table I.  country ]

	Telephone 1
	
	  Fax
	

	E-mail
	
	  Website
	


3.2 General description of the organisation





Please describe the size, scope of work, areas of specific expertise and competence;

expertise of the institution in the field covered by the project. (Limit: 20 lines)

	


3.3 Tasks of this organisation in the project 
 
 

 

Indicate which specific tasks are to be assigned to this organisation involved and describe the number and the profile of personnel to be involved in the project. (Limit: 20 lines)

	


4.
Description  of the Mobility project
4.1 Relevance towards the objectives of the Programme and the  European  priorities set out in the call for proposals 
Please tick in the table below, the objectives of the Leonardo da Vinci programme that your Mobility project will address, in addition to the already predefined objective (leave blank if none):

 (article 25.2. of the Council Decision for the Lifelong Learning Programme)
	a.
to improve the quality and to increase the volume of mobility throughout Europe of people involved in initial vocational education and training and in continuing training, so as to increase placements in enterprises to at least 80 000 per year by the end of the Lifelong Learning Programme 
	X
(LEO-OpObj-1)

	b 
to improve the quality and to increase the volume of cooperation between institutions or organisations providing learning opportunities, enterprises, social partners and other relevant bodies throughout Europe     
	□
(LEO-OpObj-2)

	c. 
to facilitate the development of innovative practices in the field of vocational education and training other than at tertiary level, and their transfer, including from one participating country to others 
	□
(LEO-OpObj-3)

	d.
 to improve the transparency and recognition of qualifications and competences, including those acquired through non-formal and informal  learning 
	□
(LEO-OpObj-4)

	e.
to encourage the learning of modern foreign languages               
	□
(LEO-OpObj-5)

	f. 
to support the development of innovative ICT-based content, services, pedagogies and practice for lifelong learning 
	□
(LEO-OpObj-6)


Please indicate in the table below if your mobility project addresses one of the priorities of the call for proposals 2009 for Leonardo da Vinci mobility
(General call for proposals 2008-2010- update 2009 – strategic priorities, point 3.1.)

	1. Mobility in Initial vocational training and of people on the labour market:

Persons in a dual apprenticeship system or other vocational education system based on alternate learning or work-related training in enterprises 
	□
(LEO-Mob-1)

	2. Mobility of professionals in vocational education and training          
Development of the competences of teachers, trainers and tutors 

	□
(LEO-MOB-21)

	3. Mobility of professionals in vocational education and training:
Cooperation with SMEs 
	□
(LEO-Mob-22)


If applicable, please indicate the national priorities your mobility project will address

	-
-

-

-


4.2 
Aims, Content and background              
  
 
                 
Please describe in more detail the aims and the background of your project. The following points should be covered  
(*) small projects for people in initial vocational training with up to 3 individual beneficiaries only have to cover the points marked with an asterisk

	*
	Please describe your group of participants (Type, training/professional area, level of 

training, specific needs and/or circumstances) 

	
	

	*
	Describe the relevance of the project for the participants' training/professional development as well as for the personal development, and the intercultural and language competences of the individual participants

	
	

	
	Describe the specific aims and the content of your project with regard to the needs of the participants defined above

	
	

	
	Show how planned duration of stays abroad and the choice of receiving partners will meet these aims.

	
	

	
	Describe the relevance of the project in your context (sector and/or national and/or regional or other) and in the context of the programme objectives chosen by you (see above)

	
	


4.3
 Organisation and Management            
 
 
 
                   

Please describe in more detail the project and the way you intend to organise and manage it. The following points should be covered:

(*) small projects for people in initial vocational training with up to 3 individual beneficiaries only have to cover the points marked with an asterisk

	
	Information and Selection: Describe how your participants have been/will be informed and selected (selection criteria)

	
	

	*


	Preparation: Describe how and when the participants have been/will be prepared for the stay abroad; discuss pedagogical, cultural and linguistic preparation they will receive?

	
	

	*


	Practical support: what kind of practical and logistic support do participants receive within the project (travel arrangements, insurance, visa, accommodation, social security…)

	
	

	*
	Training content: Explain how the training content has been/will be agreed with your receiving partners and fixed for the participants

	
	

	*
	Training content: Describe the training content envisaged for the participants

	
	

	*


	Monitoring: Describe how participants will be supervised during their training placement; who will monitor their work programme and progress; how will it be carried out? Where applicable, explain the need of accompanying persons. (In case of VETPro application: to be answered only when relevant)

	
	

	*
	Validation of acquired skill: Every participant should be delivered a Europass Mobility for the period abroad. How else will the validation (and/or accreditation) of the period abroad be ensured? Who will validate the acquired skills? (*) For VETPro: How will the professional development be recorded?

	
	

	
	Project evaluation: Discuss your process for evaluation, at participant and project level. How will the results be used?

	
	

	*
	Project Management: Specify work plan and timetable; describe your project management (responsibilities, contractual, financial arrangements, management of difficult situations)

	
	


4.4 Dissemination of results           
 
 
 
                   
What are the expected results and how are they planned to be disseminated and shared with other organisations, for example at sectoral and/or national and/or transnational level?

	


4.5 Horizontal issues                       
 
 
 
  
Persons with special needs  (SpecNeed)
If applicable, please describe the measures you intend to take to help people with special needs to take part in the Project 
	


Other horizontal issues (only if specifically addressed with the project)
□
Cultural and linguistic diversity (CulDiv)
□
Promoting equality and combating all forms of discrimination (Discr)
Only if applicable, please describe shortly how your project will specifically address this other horizontal issue 

	


4.6 Previous projects                        
 
 
 
                   
Please indicate similar or related projects funded by the LLP programme and/or its former programmes or funded by other similar programmes in the last three years

	Start Year
	Programme or Initiative
	Type of Action
	Identification number
	Contracting organisation
	Title of the project
	Website

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


5.
Estimated details on the flows  and Requested EU-Funding
5.1 
travel and subsistence
 
 

Please complete the following tables indicating 
A. Outgoing participants
B. Outgoing Participants with special needs (if applicable) and
C. Accompanying persons (if applicable)
Present the mobility by flows, i.e. by groups of mobility that have the same characteristics: same destination country, same field of education, same duration. Use one line only per flow and insert extra lines and adapt numbering if necessary
A. Outgoing Participants (without special needs)
	Nr
	Destination country

[table I.  country ]
	Number of Participants
	Field of education

[table C. fields of education]
	Envisaged duration by participant

(number of weeks or months)
	Subsistence (includes travel costs if less or equal to 12 weeks)
	Travel – requested funding based on estimated costs
(only if less or equal to 12 weeks)
(*1) (*2)

	
	
	
	
	
	Rate applied
	Total funding requested
	Per participant
	Total 

	A1
	
	
	
	
	
	
	
	

	A2
	
	
	
	
	
	
	
	

	A3
	
	
	
	
	
	
	
	

	A4
	
	
	
	
	
	
	
	

	..
	
	
	
	
	
	
	
	

	SUBTOTAL participants
	
	
	
	
	
	
	


(*1) If individuals reside in one of the overseas countries and territories or have one of these territories as destination, real incurred travel costs shall be reimbursed in total, independent of the duration of the mobility activity.

(*2) [NA to add supplementary information on possible ceilings, whether % or maximum amounts per country] 
B. Outgoing Participants with special needs (to be filled only if applicable)
	Nr
	Destination country

[table I.  country ]
	Number of Persons with Special Needs
	Field of education

[table C. fields of education]
	Envisaged duration by participant

(number of weeks or months)
	Subsistence 
(includes travel costs if less or equal to 12 weeks)
	Travel – requested funding based on estimated costs
(only if less or equal to 12 weeks)

(*1) (*2)

	
	
	
	
	
	Rate applied: 
	Total funding requested
	Per participant
	Total funding 

	B1
	
	
	
	
	
	
	
	

	B2
	
	
	
	
	
	
	
	

	..
	
	
	
	
	
	
	
	

	SUBTOTAL participants
	
	
	
	
	
	
	


C. Accompanying persons (to be filled only if applicable)
	Nr
	Destination country

[table I.  country ]
	Number of Acc. Persons
	Field of education

[table C. fields of education]
	Envisaged duration by participant

(number of weeks or months)
	Subsistence 
(includes travel costs if less or equal to 12 weeks)
	Travel – requested funding based on estimated costs

(only if less or equal to 12 weeks)

(*1) (*2)

	
	
	
	
	
	Rate applied: see table 3 in section 7.1 
	Total funding requested
	Estimated cost per participant
	Total funding requested

	C1
	
	
	
	
	
	
	
	

	C2
	
	
	
	
	
	
	
	

	..
	
	
	
	
	
	
	
	

	SUBTOTAL participants
	
	
	
	
	
	
	


	TOTAL Funding requested 
	Total

SUBSISTENCE
	
	Total

TRAVEL

	
	
	
	


5.2 
Requested funding for preparation 
 
 
 
 

	Nr of participants
	Unit rate 
	Total funding

	
	[Amount to be indicated by the NA]
	


Duplicate the lines if necessary

	Total – Preparation
	


5.3
 Requested funding – organisation of mobility
 
 

	Nr of participants
	Unit rate
	Total funding

	
	[Amount to be indicated by the NA]
	


Duplicate the lines if necessary
	Total – Organisation of Mobility
	


5.4
 Total requested funding          
 
 
 
 

Please calculate the sum of 5.1, 5.2. and 5.3 representing the total grant requested for this application
	TOTAL – GRANT REQUESTED
	


6.
Details of budget Calculation 

Based on the rates applied by the National Agency to whom this application is being submitted, you have here the possibility to detail the calculation of your budget. Please refer to the requirements issued by your National Agency

This should cover, if applicable:

- Justification of the budget

- Subsistence (including insurance costs/travel costs according to destinations (for ex. Calculation table)

- Travel costs (if applicable and refunded on the basis of real costs)

- Justification of preparation costs

- Higher costs for persons with specific needs

- Costs for accompanying persons

	


7.
Annexes   
7.1
 Letters of intent


          
 
 
 
 

· It is not needed for eligibility purposes that proposals include a letter of intent from the transnational partners. However, the quality of the proposal will be strengthened if letters of intent from the main partners are attached.

· Originals of the letters of intent are not obligatory, copies and faxes will be accepted. If your proposal is selected, you will be asked to provide the originals before drawing up the contract. 

· Partner organisations must provide letters of intent on their own official paper

· The letter must not be hand-written

· It must indicate:

· the title of the project;

· reference to the Leonardo da Vinci programme;

· a brief description of the partner's role;

· A consistency with the quality commitment of the partnership;

· It must bear:

· the date

· the signature of an authorised person and her/his position within the organisation.

� Public body: For the purpose of this call, all schools and higher education institutions specified by the participating countries and all institutions or organisations providing learning opportunities which have received over 50% of their annual revenues from public sources over the last two years or which are controlled by public bodies or their representatives, are considered to have sufficient financial and administrative capacity (point 3.B.c "Selection criteria" of the LLP Guide 2009, Part I, General Provisions).


� "official" means accounts certified by an appropriate external body, and/or published, and/or approved by the organisations general meeting
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