Procedure for EFDA Calls

And for EFDA – JET Calls

1. A Call is communicated via e-mail to the HRU by EFDA. The mail is forwarded to Alina, Daniela, Teddy, etc.

2. HRU redirect the Call to the possible participants (Groups of Research from several Institutes and Universities)

3. HRU asks the web master to place the Call on the web page

4. The Groups of Research formulate their proposals and inform the HRU and Association on the intention to submit proposals

5. Alina provides individually by phone a programming schedule, for the Directors of Projects to come to the Euratom Office to upload on the system ECoM. It is recommended to use a single IP for upload. The information to be uploaded is the responsibility of the Director of Project, who will come with the texts already prepared and checked, on a memory support.
6. For each Director of Project:

a. Alina opens the Session ECoM using the Work Password

b. The Director of Project uploads the information from his memory stick.

c. Alina and the Director of Project verify:

i. Classification is correct (the codes of EFDA have many components)

ii. The information is complete

d. The proposal is Saved and it is checked that the color of the mark bullet is not Yellow (which would mean incompletness)

e. Alina adds the code of the proposal and the name of the Director to a LIST (word, temporary file)

7. HRU validates the proposals using the HRU Password, verifying that the mark bullet becomes GREEN. 

8. The HRU and Alina request verification of the content of the full proposal of the Association on every code from the LIST mentioned at 6.e. The content of the proposal is printed on Adobe Printer. The file is saved with a name that contains the Code. There will be several PDF files corresponding to the main classification Codes of the EFDA Call.
9. Alina makes the CROP of the PDF files in order to separate a new PDF file with the contributions of each Director of Project. The new PDF file will be sent by e-mail to the Director of Project and to the Association (HRU, Daniela, Teddy).

10. Alina prints the new PDF files (obtained after Cropping) on paper and stores the documents in a folder which is intended to contain the possible Task Agreements for that year (or the next year if the Call comes late, to the end of the year). This will be necessary for the realization of the Work Programme for the Steering Committee and for the Commission, and further for the Budget and Annex 5 of ANCS.
11. HRU will ask the web master to place on the web page the Proposals coming from the Directors.

When the response from EFDA or EFDA JET is communicated

1. The HRU receives the responses from EFDA by e-mail. The response is in the form of a Draft of Task Agreement for the Call (e.g. PWI, ITM, TG, etc.)

2. The HRU and Alina separates from the text of the draft of the Task Agreement the part which refers to the Romanian Association.

3. The HRU asks the web master to place the responses on the web page.

4. The HRU communicates to each Director of Project the response to his proposal and requires a careful examination 

a. Of the Draft of the Task Agreement

b. Of the financial evaluation offered by EFDA

c. Of the collaborations suggested or imposed by EFDA


And each Director of Project must confirm that can do the work within the resources available and that he/she agrees with the Draft. The response is recorded.
5. HRU signs the first page of the Draft of the Task Agreement. Alina scans that page and sends an e-mail to EFDA (e.g. Jennie Humphreys) or JET, with copies to Association and Directors of Project.

6. At the moment of Internal Contracts, HRU, Daniela and Alina will verify together with the Director of Project that 

a. the Subject is introduced in the Contract, 

b. that the resources are sufficient and 

c. that the dates of Reporting are conform to the dates of expiry of the Task Agreement, according to the original text of the Task.

d. The nature of the expenditure is conform to the Task: manpower, materials, etc. are conform.

e. The necessary Mobilities (for Reporting on the Task) have been estimated and recorded in the List of Mobility Secondments.

Procedures for Task Agreements for JET Enhancement Projects

The Task Agreements are negociated by the JET team and by the Romanian Research group and the text is in principle decided.

· A letter from EFDA Associate Leader for JET is received by the HRU. The Letter requests the Approval of the Task Agreement

· The Letter is accompnied by:

· The text of the Task Agreement

· The Project Management Plan

· The two documents are sent to the Director of Project who will confirm that the content is compatible with the previous discussions at JET

· Alina uses a Standard Form of a Letter of Approval of Task Agreement and fills the data for the present subject

· HRU signs the Letter

· Alina scans the signed letter of approval and sends the PDF file to 

· the Director of Project and to

· the HRU

· the HRU sends the PDF Letter by e-mail to EFDA Associate Leader for JET with copies to Association, Director of Project and to JET interested persons

· Alina sends the originals by ordinary mail to

· JET (EFDA Associate Leader for JET) and to

· The Commission if it is requested: normally only Orders and Notifications are sent in original

Procedures for Reporting to EFDA on the current or ending Tasks

The Director of Project must keep contact with the members of the team that is mentioned on the Task Agreement and which should collaborate. 

The Director of Project must keep contact with the:

· Chair of the Topical Group

· Project Leader, as specified in the text of the Task or in the Letter from EFDA/JET

For special cases, the Director of Project can address his/her’s remarks on the Task to the EFDA Responsible Officer, as mentioned on the first page of the Task Agreement. The HRU is in this case also informed, since at this level the Association is involved administratively.

To the end of the work as specified in the Task, there are Reporting Meetings.

They are supported on Mobility scheme but being short, the travel expenses must be placed on the Contract. The Invitation is necessary and the Staff Assignment is necessary only at IFA.

At least two aspects can take the Reporting:

· Sending and/or presenting slides (few) on the work carried out on the Task by the Romanian group. The slides will be inserted by the EFDA Project Leader of the Sub-Task in his Report that he must present to the EFDA

· Making a presentation in the Meeting and contributing with a text to the report that will be prepared by the EFDA Project Leader

Still a Report is necessary, besides the Reporting Meeting (slides + texts, etc.)

This second type of Reporting is not related with the Reporting Meeting but is an obligation of the Association.

Usually the Project Leaders communicate to the Groups of Research working on the Task a Template for a short Report, a summary of the work done.

This Short report is written according to the Template and is sent to the HRU.

The HRU collects all the short reports belonging to a class (a single Call:

· PWI

· TRA

· DIAG

· MHD

· ITM

· Materials
· …) 

And sends it to EFDA Responsible Officer. The latter will respond confirming the closure of the Tasks.
In some cases, for Priority Support, Invoices must be issued.

Procedures for Priority Support 8.2a

The Calls allows the option 

· Baseline

· Priority Support

It is described also in the document of Tzitrone of 2008. 
Priority Support should be accessed for:

· Much additional work with third parties (execution of tasks requesting external teams)

· Much re-adaptation of the instrumentation is required (in this case it is used 8.2b) and purchase of equipment or materials

· Irradiations, or work with tritium

· Urgent work requested by EFDA, requiring the team to abandon temporarly their usual projects and work for EFDA

The calculation of the resources requested at the moment of proposal (upload) should be based on the total envelope mentioned in the text of the Call for all Europe. 

At the moment of upload the Director of Project must be prepared to give more information compared to the case of Baseline:

· More detailed description of the work to be done

· List of persons working on the Priority Support Task

· Their salaries (prepare also supporting documents like CIM)

· Detailed description of the Expertize of the team, of collaborations, of resources already avaliable

· Support from the Association (in the Romanian case: from the Institute of research): existing infrastructure, support with materials, mechanical operations, etc.

EFDA experts will evaluate the cost of the work in PPY and possibly in hardware (8.2b).

The 8.2a means that a part of the total cost will be treated separately and will be subject of an additional support: 20% of the part that is specified by EFDA in the response to our uploaded project. This will be supplimentary to the 20% applied on the sum evaluated as the total cost of the work. It should be however recalled that this last sum should be placed under the Ceiling, which, in most of the cases, is impossible to satisfy. This part remains to be considered with the ANCS.
Since for Priority Support 8.2a and 8.2b it is question of the resources of the Commission, the list of proposals requesting Priority Support for a class of subjects is approved in the Consultative Committee and is communicated to the Association by a Letter coming from the Chairperson of the CCE-FU.

The Reporting on the Tasks with priority support is identical with those on Baseline, with however an important difference:

The financial operations performed on the funds 8.2a and 8.2b must be supported with detailed documents, copies of Invoices, etc. The structure of expenditures as mentioned in the Task must also be observed.
