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GAP – Grant Agreement Preparation
STEPS

1) Letter to GAP sent to the coordinator – behind us

2) Guidance document on GAP sent to coordinators- behind us, WE ARE HERE NOW

3) Preparing the Grant Agreement – WE ARE HERE NOW

4) Sign the Declarations of honour (all beneficiaries, including coordinator) – ahead of us

5) Sign the Grant Agreement (coordinator) – ahead of us

6) Sign Accession forms (beneficiaries) – ahead of us

NAVIGATION



GAP – Grant Agreement Preparation

 2 big tasks

* For all TECHNICAL questions, problems (e.g. access to your account) concerning the Participant 

Register, contact the helpdesk at EC-FUNDING-TENDER-SERVICE-DESK@ec.europa.eu, 

Tel: 0032 229 92222 (Mo-Fr, 08h00-20h00, Brussels Time).

WHAT WHERE WHO AGENCY                                 
you communicate with

Time 
consuming
level

Level of 
coordinator’
s
intervention

Validation of PIC, 
LEAR, financial
capacity

Participant* 
register (in FTOP 
portal)

Coordinator
and partners
(self-
registrant)

Central validation service 
CVS  – REA (Research
Executive Agency)

HIGH LOW

Inserting project
(grant
agreement)  
data

SYGMA                       
(in FTOP portal)

Coordinator
(in 
cooperation
with partners)

EACEA – European
Education and Culture 
Executive Agnecy –
project officer

LOW HIGH

mailto:EC-FUNDING-TENDER-SERVICE-DESK@ec.europa.eu


Validation of your 

organisation’s data

by Central Validation Service 

REA (CVS – REA)

PRIORITY NR 1



My Organisation

5

EU login or 
registration



Participant Identification Code (PIC) Validation  - EXPERIENCE

For further information go to: Tender and Funding opportunities Portal – Online Manual –

Roles and access rights 

6

1. Upload all documents requested by CVS – REA

2. You depend on partners – if one PIC is missing no agreement. Check, push and coach

them.

3. PIC validation could be different at National agency level and CVS – REA level.

4. Do not be surprised – sometimes a school belongs to a ministry. Ministry will be you

new legal partner.

5. In worse scenario contact your project officer in EACEA.

Priority nr 1

https://webgate.ec.europa.eu/funding-tenders-opportunities/pages/viewpage.action?pageId=1867802
https://webgate.ec.europa.eu/funding-tenders-opportunities/pages/viewpage.action?pageId=1867802
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Financial Capacity Check - EXPERIENCE

1. Only for coordinator.

2. Not applicable:

- if you are public body,

- Organization active in education and training, youth, sport and 50% from public sources

3. Deliver all documents to CVS-REA.

4. If financial capacity not done – no agreement.



Assignment of roles in

My Organisation

and 

My Project



Appointing key roles needs to be done at two levels

PCoCoLEAR

PROJECT Primary
Coordinator Contact

Legal Entity
Appointed
Representative

Legal Signatory

Financial 
Signatory

PROJECT Legal 
Signatory assigned to 
a project

PROJECT Financial 
Signatory assigned to 
a project

PLSIGN

PFSIGN

LSIGN

FSIGN

level of 

organisation:

level of 

project/contract :

9

Priority nr 1



Edit Organisation Roles 
for the LEAR

10



11

LEAR – Legal Entity Appointed 

Representative - EXPERIENCE

1. Legal representative could be also LEAR.

2. LEAR does not need to be necessarily also legal representative.

3. Do not be desperate if your LEAR left organization. Contact CVS-REA.

4. LEAR of each of your partner must be validated.

5. LEAR appoints other persons/roles (PLSIGN etc.).



Communication with

- Central Validation Service- REA

- Project officer in EACEA



Two tools of communication in FTOP portal

1. Participant Register : FTOP My Organisations > Actions > Modify Organisation

> Communication with Central validation service about PIC, LEAR etc.

2. Grant Management System _- SyGMa: FTOP My Projects > Actions > Manage Project > SyGMa 

Process Communications

> Communication with a project officer from EACEA about project data

> ONLY coordinator can start communication or answer, partners can see

Tools of communication

https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/Participant%2Bregister


SyGMa - Grant Management System Messaging (I)

Help information

https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/How%2Bto%2Baccess%2Byour%2Bmessages
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Communication - EXPERIENCE

1. Use correct communication tool.

2. Do not use emails.

3. If you have to use emails insert ALWAYS a project number and acronym

in a subject of your email.

4. CVS – REA does not have a specific project officer for your project.

5. EACEA has a specific project officer for your project. His/her name is on

the cover slide of this ppt.
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Communication - EXPERIENCE

6. Respect deadlines – to prepare a grant agreement can take 2 - 2,5

months.

7. Do not wait – ask if you do not understand.

8. Follow also progress of your partners.

9. Fill in Guidance note (word document) the orange sections – when

asked by your project officer.

10. Expect communication via SyGMa almost at daily basis – later on

for sure.



REA Central Validation Service

Legal validation, LEAR appointment and 

financial capacity assessment

Elin Sidzhimov - REA D4

Maryam Ghandi - REA D4

19 September 2024



Verifies legal existence and legal statuses of entities

Validates the appointment of Legal Entity Appointed Representatives 

(LEARs)

Validates legal changes of validated entities

Assesses universal takeovers (UTROs) of validated entities

Encoding Bank Account requests

Prepares the Financial Capacity Assessment

Performs ownership control analyses for specific programmes

Performs ex-post status verifications (e.g. SME & MID cap status 
checks)

REA Central Validation Service 
(REA CVS)



Validation Process Overview

Registration

Verification & 

Validation of legal 

data

LEAR FCA

Organizations have to 

register in the 

Participant Register

Based upon legal 

documents

Mandatory for all 

validated participants

Financial Capacity 

Assessment

(if needed)

COMMUNICATION VIA PARTICIPANT REGISTER 



Registration of an organisation
(at proposal stage)

Registration
Validation & Verification of

Legal Data
LEAR FCA



Registration of an organisation
(at proposal stage)

Registration
Validation & Verification of

Legal Data
LEAR FCA



How to register in the Participant Register

(e.g. Legal name, VAT number)

(e.g. Name, e-mail address of the self-
registrant and the back-up)New Participant Identification Code (PIC) in a 

“declared” status

Identification

Organisation data

Legal information 

Authorised usersRegistration completed

Registration
Validation & Verification of

Legal Data
LEAR FCA



Registration data is verified by REA Central Validation Service before the signature of 

the Grant Agreement or Contract

The legal validation of a participant in the Single Electronic Data Interchange Area 

(SEDIA) is done once, when the entity has to sign its first Grant Agreement or 

Contract 

It is reused for future participations in EU grant, procurement actions and contribution 

agreements

Legal validation

Registration
Validation & Verification of

Legal Data
LEAR FCA



Validation is always performed on the basis of supporting documents, 

in accordance to EU Financial Regulation and the Rules on Legal Entity 

Validation, LEAR Appointment and Financial Capacity Assessment

for EU Grants and Tenders

Legal Validation is required for all beneficiaries and affiliated entities 

(linked third parties under Horizon 2020)

Validation Rules

Registration
Validation & Verification of

Legal Data
LEAR FCA

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/rules-lev-lear-fca_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/rules-lev-lear-fca_en.pdf


Supporting legal documents define the legal status of the applicant.

Why is legal status important?

programmes may have differences in terms of funding rates 

(e.g. non-profit entities)

programmes/calls may establish specific eligibility criteria 

(e.g. SMEs, Middle-capitalisation companies)

Legal status

Registration
Validation & Verification of

Legal Data
LEAR FCA



➢ private entity or public body

➢ non-profit or for-profit organisation

➢ small or medium sized enterprise (SME)

➢ middle-capitalisation enterprise (mid-cap)

➢ non-governmental organisation (NGO)

➢ civil society organisation

➢ international organisation (IO)

➢ research organisation

➢ secondary or higher education establishment

Special legal statuses

Registration
Validation & Verification of

Legal Data
LEAR FCA



How to log in the Participant Register

EU Login

Registration
Validation & Verification of

Legal Data
LEAR FCA



Legal validation documents
Requests in Participant Register

Registration
Validation & Verification of

Legal Data
LEAR FCA



Legal validation documents
Please use My Tasks section to provide the Legal Entity documents

Registration
Validation & Verification of

Legal Data
LEAR FCA



Legal validation documents

Registration
Validation & Verification of

Legal Data
LEAR FCA



✓ Legal entity form (template to be completed, dated, stamped and signed) 

✓ VAT extract (< 12 months)

➢ If not registered for VAT – proof of VAT exemption

✓ Registration extract (< 12 months) – for private law bodies

✓ Law/decree/decision – for public law bodies

✓ Treaty – for international organisations

✓ Statutes – for non-profit organisations

Legal validation documents

Registration
Validation & Verification of

Legal Data
LEAR FCA

http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal-entities_en.cfm


Legal validation documents

✓ Official: delivered by official national authorities. They can NOT be 
replaced by self-declarations or by sworn or solemn statements before a 
judicial or administrative authorities, notaries or public officers

✓ Uploaded by the participant (as scanned versions) via the Participant 
Register

✓ In any of the official EU languages. Free translation in English is 
required for non EU languages

Registration
Validation & Verification of

Legal Data
LEAR FCA



In the Single Electronic Data Interchange Area, the appointment of the Legal Entity 

Appointed Representative (LEAR) is mandatory. 

The LEAR:

Notifies the EU of changes in legal data/status 

Submits legal and financial documents if required 

Manages access rights of persons in the organisation (but not at the project level)

Nominates 'Account Administrators' and individuals authorised to sign:

✓ Contracts/grant agreements and their amendments (Legal signatories, i.e. LSIGN)

✓ Financial statements (Financial signatories, i.e. FSIGN)

LEAR roles and duties

Registration
Validation & Verification of

Legal Data
LEAR FCA



How to appoint a LEAR

Registration
Validation & Verification of

Legal Data
LEAR FCA



LEAR key information

✓ Name and email shall match name and email of the linked EU Login account

New LEAR or new email = new EU Login account

Registration
Validation & Verification of

Legal Data
LEAR FCA



LEAR data

Mobile phone number to receive PIN code 

Registration
Validation & Verification of

Legal Data
LEAR FCA



Legal representative data

Registration
Validation & Verification of

Legal Data
LEAR FCA



1. LEAR appointment letter and Roles and Duties of LEARs 

(duly signed by both the legal representative and the LEAR)

2. Declaration of Consent to the EU Funding & Tenders Portal Terms and Conditions 

(duly signed by legal representative)

3. Official proof of identity (ID-card/passport with photo and signature) 

of the legal representative and the LEAR

4. Proof of empowerment of the legal representative

Scanned version of these documents shall be uploaded in the Participant Register. 

Originals of 1 and 2 must be kept in the entity's premises.

LEAR appointment documents

Registration
Validation & Verification of

Legal Data
LEAR FCA



LEAR appointment documents

Registration
Validation & Verification of

Legal Data
LEAR FCA



If needed, during the Grant Agreement Preparation, participants can search for 

available bank account(s) in the Funding & Tenders Portal's Grant Management 

Service System

If no account exists, the system displays an explanatory message 

on how to request the validation of a BA

Participants should start the BA work-flow by uploading the requested 

documents 

via the Participant Register

REA CVS will launch BA validation and will inform the LEAR once validated

Bank accounts (BAs)

Registration
Validation & Verification of

Legal Data
LEAR FCA



Bank accounts

Registration
Validation & Verification of

Legal Data
LEAR FCA



Validation Process Overview

Registration LEAR FCA

Organizations have to 

register in the 

Participant Register

Based upon legal 

documents

Mandatory for all 

validated participants

Financial Capacity 

Assessment

(if needed)

COMMUNICATION VIA PARTICIPANT REGISTER 

Validation & Verification of

Legal Data



Submission of 

documents is complete?

Legal validation + 
LEAR appointment +

FCA preparation

CVS requests missing 
supporting documents

Participant replies?

CVS sends reminders to the Participant

If the participant is non 
responsive the PIC is set to 

"sleeping" status in the 
Participant Register and 

REA VS informs the 
Operational Unit (POs)

POs contact the Participant to 
request documents' upload

Central Validation Services Workflow

CVS requests
Validation documents

Validation starts

No

Yes

Yes

No



All communication to -and from- participants is exclusively managed through the 

Participant Register

Messages are notified via e-mail to the contact person 

(i.e. self-registrant or appointed LEAR)

Communication (e.g. request to submit legal documents or to appoint a 

LEAR)



DECLARED PIC

In case the self-registrant left the organisation and no one has access 

to a non-valid PIC – a new PIC needs to be created and REA CVS informed 

VALID PIC

If the LEAR is not available anymore and there are no Account 

Administrators, a new LEAR needs to be appointed – LEAR recovery 

procedure

https://ec.europa.eu/research/participants/urf/lear-recovery/request/

Access lost to declared or valid PICs

https://ec.europa.eu/research/participants/urf/lear-recovery/request/


Validation Process Overview

Registration LEAR FCA

Organizations have to 

register in the 

Participant Register

Based upon legal 

documents

Mandatory for all 

validated participants

Financial Capacity 

Assessment

(if needed)

COMMUNICATION VIA PARTICIPANT REGISTER 

Validation & Verification of

Legal Data



natural persons in receipt of education supportpublic bodies (including Member State organisations)

Financial Capacity Assessment (FCA)

Legal basis

When is the FCA needed?

▪ Financial Regulation (2018/1046) articles 196 and 198

▪ Call for proposals
(point 7 – Financial and operational capacity and exclusion)

▪ Rules on Legal Entity Validation, LEAR Appointment and Financial Capacity Assessment for EU Grants and
Tenders.

✓ ALL beneficiaries, except for:

Registration
Validation & Verification of

Legal Data
LEAR FCA



natural persons in receipt of education support

public bodies (including Member State organisations)

Financial Capacity Assessment (FCA)

Legal basis

When is the FCA needed?

If FCA must be checked, you will be contacted by the Central Validation Service via Participant Register in the F&T Portal.

▪ Financial Regulation (2018/1046) articles 196 and 198

▪ Rules on Legal Entity Validation, LEAR Appointment and Financial Capacity Assessment for EU Grants and
Tenders.

✓ Individual requested grant amount is greater than EUR 60,000

✓ ALL beneficiaries, except for:

and

Registration
Validation & Verification of

Legal Data
LEAR FCA

▪ Call for proposals
(point 7 – Financial and operational capacity and exclusion)



FCA supporting documents 
(via Participant Register)

Balance Sheet

• ASSETS
• LIABILITIES
• EQUITY

✓ Balance sheet

Registration
Validation & Verification of

Legal Data
LEAR FCA



FCA supporting documents 
(via Participant Register)

Balance Sheet

Profit & Loss 
account

• REVENUES
• EXPENSES
_____________
• Net result

✓ Balance sheet

✓ Profit and loss account

Registration
Validation & Verification of

Legal Data
LEAR FCA



FCA supporting documents 
(via Participant Register)

Balance Sheet

Profit & Loss 
account

Explanatory notes

Annexes
to the FS

Details on accounts

Breakdown on items

Additional explanations

✓ Balance sheet

✓ Profit and loss account

✓ Explanatory notes and/or annexes (if available)

Registration
Validation & Verification of

Legal Data
LEAR FCA



…or Self Declaration on the accounts

Self Declaration
on the accounts

I, the undersigned 
declare that the accounts 
are:
- VALID
- no audit required

Signed

FCA supporting documents 
(via Participant Register)

Balance Sheet

Profit & Loss 
account

Explanatory notes

Annexes
to the FS✓ Balance sheet

✓ Profit and loss account

✓ Explanatory notes and/or annexes (if available)

Financial
Audit report

Opinion
• Unqualified
• Qualified
• Adverse
• Disclaimer

✓ Financial audit report

Registration
Validation & Verification of

Legal Data
LEAR FCA



FCA supporting documents 
(via Participant Register)

Balance Sheet

Profit & Loss 
account

Explanatory notes

Annexes
to the FS✓ Balance sheet

✓ Profit and loss account

✓ Explanatory notes and/or annexes (if available)

Financial
Audit report

Opinion
• Unqualified
• Qualified
• Adverse
• Disclaimer

✓ Financial audit report

…or Self Declaration on the accounts

Self Declaration
on the accounts

I, the undersigned 
declare that the accounts 
are:
- VALID
- no audit required

Signed
if the requested EU-contribution exceeds

EUR 750.000 (art. 196 FR)

Registration
Validation & Verification of

Legal Data
LEAR FCA



Self Declaration
on the accounts

I, the undersigned 
declare that the 
accounts are:
- VALID
- no audit 

required

Signed

…or Self Declaration on the accounts

Balance Sheet Profit & Loss 
account

Explanatory notes Annexes
to the FS

Financial
Audit reportFCA supporting documents 

(via Participant Register)

✓ Balance sheet

✓ Profit and loss account

Balance Sheet Profit & Loss 
account

Explanatory notes Annexes
to the FS

✓ Explanatory notes and/or annexes (if available)

Financial
Audit report

✓ Financial audit report

Registration
Validation & Verification of

Legal Data
LEAR FCA



FCA supporting documents 
(via Participant Register)

For the 2 most recent closed and 
approved financial years

Balance Sheet Profit & Loss 
account

Explanatory notes Annexes
to the FS

✓ Balance sheet

✓ Profit and loss account

✓ Explanatory notes and/or annexes (if available)

Financial
Audit report

Balance Sheet Profit & Loss 
account

Explanatory notes Annexes
to the FS

Financial
Audit report

YEAR N

YEAR N-1

✓ Financial audit report

• official language (EU languages)

• dated

• signed

Registration
Validation & Verification of

Legal Data
LEAR FCA



FCA supporting documents 
(via Participant Register)

For the 2 most recent closed and 
approved financial years

Balance Sheet Profit & Loss 
account

Explanatory notes Annexes
to the FS

✓ Balance sheet

✓ Profit and loss account

✓ Explanatory notes and/or annexes (if available)

Financial
Audit report

Balance Sheet Profit & Loss 
account

Explanatory notes Annexes
to the FS

Financial
Audit report

YEAR N and YEAR N-1

✓ Financial audit report

• official language (EU languages)
• dated
• signed

Newly established entities

Business plan

Forecasts on:
- Sales
- Expenses

- Investments
- Financing 

sources
- ……

✓ Business plan

Registration
Validation & Verification of

Legal Data
LEAR FCA



FCA supporting documents 
(via Participant Register)

For the 2 most recent closed and 
approved financial years

Balance Sheet Profit & Loss 
account

Explanatory notes Annexes
to the FS

✓ Balance sheet

✓ Profit and loss account

✓ Explanatory notes and/or annexes (if available)

Financial
Audit report

Balance Sheet Profit & Loss 
account

Explanatory notes Annexes
to the FS

Financial
Audit report

YEAR N and YEAR N-1

✓ Financial audit report

• official language (EU languages)
• dated
• signed

Newly established entities

Business plan

✓ Business plan

Once completed, the assessment is valid for 18 months from the closing date

Registration
Validation & Verification of

Legal Data
LEAR FCA



Financial Capacity Assessment: 
Requests in Participant Register

Registration
Validation & Verification of

Legal Data
LEAR FCA



Financial Capacity Assessment: 
Requests in Participant Register

Registration
Validation & Verification of

Legal Data
LEAR FCA



Guidance documents

Rules on Legal validation, LEAR appointment and financial capacity assessment:
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/rules-lev-lear-fca_en.pdf

How to register in the Participant Register:
https://webgate.ec.europa.eu/funding-tenders-opportunities/display/OM/Online+Manual

Online Manual, IT How to, IT and RES Helpdesk and specific FAQs on the Funding and Tenders 
Portal:
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/support

Legal notice on the Funding and Tenders Portal (terms and conditions, data protection):
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/legalnotice

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/rules-lev-lear-fca_en.pdf
https://webgate.ec.europa.eu/funding-tenders-opportunities/display/OM/Online+Manual
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/support
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/legalnotice


Thank you for your attention!

Questions?



Inserting the project (grant 

agreement) data in SyGMa

by coordinator



Where?

Access to SyGMa is available through FTOP > Log in > My Projects > Actions > Manage

Project > Proposal Management & Grant Preparation > Grant agreement data preparation.

Who?

The Coordinator.

How?

You will be prompted by e-mail (notifications)

Grant Agreement Data Preparation –in SyGMa

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home
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(1)

(2)

(3)

(4)

How to access your project



Portal Grant Management System – SyGMa



Portal Grant Management System – SyGMa

SyGMa: process information, sections, colour/document code, task information

https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/Grant%2Bmanagement%2Bservices%2Bsystem


Grant Agreement Data Preparation

Click on Grant agreement data 

preparation to edit and complete 

the necessary information in 

SyGMa during GAP.



Grant Agreement Data Preparation 
SyGMa icons - tabs

Please check 

and correct all 

missing 

information 

and warnings.



Grant Agreement Data Preparation 
SyGMa Validate button

EXPERIENCE - Disregard a message if partners from some countries are eligible, yes they are.



Grant Agreement Data Preparation 
SyGMa Save button



Grant Agreement Data Preparation 
SyGMa add, delete, replace data



Grant Agreement Data Preparation 
SyGMa Screens for the beneficiary

Sections for the 

beneficiaries 

(green). To complete 

with data and/or 

check the 

information.

Sections for 

EU/EACEA (yellow). 

The beneficiary to 

have a look at those 

sections.



Grant Agreement Data Preparation 
Project Summary section

After clicking on 

“Grant agreement 

data preparation”, 

SyGMa opens with 

the Project 

Summary screen.

This screen is non-

editable.

EXPERIENCE - Is your EU grat reduced? Do you know why? See

the selection letter.



Grant Agreement Data Preparation 
SyGMA Beneficiaries section

The Coordinator and the Beneficiaries are listed after receiving the invitation letter. 

Click on one beneficiary to go to the detailed screens linked to that beneficiary.

EXPERIENCE - Is 

PIC Validated?



Grant Agreement Data Preparation 
Beneficiaries - Partner Summary per beneficiary

These detailed screens open 

once you click on one beneficiary 

(previous slide).

Partner summary:

You are invited to hover along 

the screens and check the data 

(could be outdated).

Organisational data ‘read-only’ 

validated (or to be validated) by 

the EU Central Validation 

Services.

All beneficiaries: please add a 

Department name and its 

address (or select ‘same as legal 

address’).



Grant Agreement Data Preparation
Beneficiaries - Project representatives per beneficiary

Project Representatives are 

automatically listed.

Check all information and update, if 

necessary, in the Roles 

management section of the FTOP.

If no Project representatives are 

listed, please complete in the Roles 

management section of the FTOP.

Coordinator: write the function of 

the PLSIGN.

EXPERIENCE – if possible insert official 

working email addresses and nont private



Grant Agreement Data Preparation 
Beneficiaries

Click on the lighter blue 

section to return to the 

main screens of Sygma

Click on the arrow to 

navigate between 

beneficiaries screens



Grant Agreement Data Preparation
Beneficiaries – Financial Information per beneficiary

illustrative

Add lump sum share per beneficiary per Work Package

Financial data to correspond to the financial information submitted at application stage

(or reduced after evaluation or agreed after consortium change).



Grant Agreement Data Preparation
Beneficiaries - Bank account validation (coordinator)

The Coordinator’s Bank Account is not 
automatically listed.

Choose the bank account to be used for

payments.

If the bank account is not available in the 

system > validate your bank account via 

the Participant Register.

Please check the explanations.

https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/Bank%2Baccounts


Grant Agreement Data Preparation 
General Information section

Default

start date – fixed 

date for EVE

2024 is 1 

February 2025

Check the 

information



Grant Agreement Data Preparation 
General Information section

For some grant 

agreements, it is 

possible to request a 

specific start date of

the project > check with 

your EACEA PO.

start date 1 February 

2025 

justification ‘Common 

start date for all EVE 

2024 projects’.



Grant Agreement Data Preparation 
Reporting Periods

Information editable only by the EACEA Project Officer (PO).



Grant Agreement Data Preparation 
Project Financial Information

The beneficiaries will be 

listed.

You will have to add the 

Work Packages first 

(WP section)

and associate the 

appropriate lump sum 

amount per WP (under 

Beneficiaries > 

Financial Information 

of beneficiary)

RED X Financial information is missing.

Green tick

Information has been filled in.



Grant Agreement Data Preparation 
Project LF Overview

The Project LF Overview will be partially available and is read-only.

EXPERIENCE – use it as it provides information on the legal and financial

situation of each beneficiary with PIC and LEAR.



Grant Agreement Data Preparation 
Associated Partners

The Associated Partners are automatically listed after receiving the invitation letter (if applicable).

Click on the line of the Associate Partner to open the Partner summary screen. 

The Coordinator can add/remove Associated Partners > consult your EACEA PO.



Grant Agreement Data Preparation 
Project Work Packages 1/4

• The Project Work Packages (WPs) are not automatically listed after receiving the invitation

letter.

• Add all work packages.

• You can change the order of the work packages by dragging and dropping.

• Please reuse the naming, the description and the order of WPs as described in the application 

(application form Part B – Technical Description).

• To arrive at the WP detailed screens, click on one WP.

https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/Work%2Bpackages%2Band%2Bdeliverables


Grant Agreement Data Preparation 
Project Work Packages 2/4

WP Description

Screen

Fill in all the 

required 

information per WP.

Use the information 

you provided in the 

application form 

Part B – Technical 

Description.



Grant Agreement Data Preparation 
Project Work Packages 3/4

Add Effort* to each WP:

- Lump sum type 2: please add the Effort you have provided already in your application form Part B 

Technical description in the table referring to Staff Effort; if you did not provide information regarding 

Effort in the application form Part B, please write ‘1’ for the Effort per WP for each beneficiary involved 

in the WP.

*Effort should be provided for beneficiaries that have a lump sum share in that respective WP.

Effort Screen per WP

EXPEREINCE – it can not stay empty



Grant Agreement Data Preparation 
Project Deliverables 1/3

Project Deliverables are not automatically listed after receiving the invitation letter.

• Add all deliverables as in your application form Part B – Technical Description.

• Please use the naming, the description, the number / the order as declared in the application

form Part B.

• You can change the order by dragging and dropping.

• Do not include report for EACEA linked to payment

EXPERIENCE – If one 

deliverable has more 

deadlines – due dates - insert 

in SyGMa the latest one



Grant Agreement Data Preparation 
Project Deliverables 2/3

• Please complete the description 

of each deliverable.

• Select the due date, lead

beneficiary, type.

• Select the corresponding 

Dissemination level.

• Link the deliverables to their

respective WP (scroll down).



Deliverables dissemination level 3/3

• Public — fully open (automatically posted online on the Project Results platform)

• Sensitive — limited under the conditions of the Grant Agreement

• EU classified (EUCI) under Decision 2015/444

Only Public and Sensitive

deliverables for this type of

Erasmus+ project.

EXPERIENCE

1. Do not use EU classified. 

2. If you need to change disseminatin level

consult your proejct officer.

https://eur-lex.europa.eu/legal-content/EN/ALL/?uri=CELEX%3A32015D0444&qid=1586092489803


Grant Agreement Data Preparation 
Project Milestones

• The Project Milestones are not automatically listed.

• Add the milestones in the system as in your application form Part B – Technical description.

• If the milestones section is blank > the exclamation point will not prevent the submission of GAP data.



Grant Agreement Data Preparation 
Project Critical Risks

• The Project Critical Risks are not automatically listed.

• Insert Critical Risks based on your Application form Part B – Technical description.

• Link the risk to the respective WP.



Grant Agreement Data Preparation 
Project KPI – Key performance indicators – new 
tab

Recommendation - fill in line with DoA, 

if not possible do an estimation, 

if not possible leave it empty



Grant Agreement Data Preparation 
Documents (I)

The following annex needs to be uploaded under Documents:

Annex 1 - Description of the Action (part B) (mandatory)

=> Upload the application form Part B - Technical Description

Annex I - Description of the Action (Part A)

- structured tables with project information –

retrieved from the information available in the system

EXPERIENCE – if you changed

part B – DoA – send it in word with

track changes to your projEct

officer



Grant Agreement Data Preparation 
Documents (II)

Annex 1 - Description of the Action (Part C) can, but does not need to be inserted



Grant Agreement Data Preparation 
Documents (III)

Please check Annex 2 –

Estimated budget for 

the action.

Have a look at the other 

Annexes to the Grant 

Agreement.



Grant Agreement Data Preparation: 
Documents - summary

Read and check the Documents available in the system and upload the required Annex(es):

• Grant agreement core document: automatically generated by the system

• Annex 1 Description of the Action (DoA) Part A: generated by the system based on the information in the system

• Annex 1 DoA Part B: you need to upload in the system as a pdf the Application form Part B Technical description

• Annex 1 DoA Part C: applicable to specific calls (your EACEA project officer will clarify if applicable to your project)

• Annex 2 – Estimated budget for the action: automatically generated based on the information in the system

• Annex 3 – Accession forms (if applicable): automatically generated

• Annex 3a – Declaration on joint and several liability of affiliated entities (if applicable): automatically generated

• Annex 4 – Model for the financial statements: automatically generated

• Annex 5 – Specific rules: automatically generated



Summary - SyGMa:

• Fill in the required information into SyGMa

• Click on VALIDATE to see the sections where information is

missing. Complete those sections.

• Before submitting the GAP data to EACEA, please double-

check all information is correct and complete.



Grant Agreement Preparation (GAP) Submission 
SUBMIT to EU

Once all sections have been 

completed in SyGMa,

the Coordinator clicks the Submit 

to EU button.

Please respect the deadline to 

submit the data to the EU.

Do not click on Terminate as this button 

leads to termination of the ongoing GAP.

https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/Grant%2BAgreement%2BPreparation%2Btermination


Summary – important EXPERIENCE:

• Prerequisite for the signature of the Grant

Agreement:

- all beneficiaries have a valid PIC and

LEAR; PLSIGN assigned and Déclarations

of honour are signed,

- Project data in SyGMa are correct.



Thank you

Photos and icons from https://stock.adobe.com/ and https://www.flaticon.com/
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