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Abbreviations

Cost Category CcC
European Regional Development Fund ERDF
European Union Strategy for the Baltic Sea Region | EUSBSR
Joint Electronic Monitoring System JEMS
Interreg VI-A Latvia—Lithuania Programme 2021- | Programme
2027

Joint Secretariat JS

Lead Partner LP

Work Package WP




About JEMS

In accordance with Article 69 Paragraph 8 of Common Provisions Regulation?, all
exchanges of information between the LP and the Programme bodies shall be carried
out by means of electronic data exchange systems. Therefore, submission of
applications, reporting, submission of requests for project changes, as well as any
other communication regarding project and Programme implementation shall be done
via JEMS.

JEMS is a monitoring system developed by INTERACT with communication portal to
support submission, approval, management and administration of projects in the
context of Interreg programmes. The system supports collection of all information on
submitted and approved projects, their implementation and achievements, changes
and closure. Additionally aggregated data on the progress of projects and the
Programme level are recorded in the system. JEMS is built to support Programme
bodies in day-to-day Programme management and should fulfil all legal requirements.

In case of any questions about JEMS, please contact us at latlit@varam.gov.lv.

Registration in JEMS
Login

JEMS can be accessed at the following link https://jems.latlit.eu/ or on Programme
webpage www.latlit.eu.

. Jems - Login
o o
Croans a fw accoun Forgot pasewerd
Co-funded by
the European Union
HiLterace N

To get an access to JEMS, applicants must click “Create new account” button and fill
in the registration form. All fields are mandatory.

1 Regulation (EU) No 2021/1060 of the European Parliament and of the Council of 24 June 2021 laying down common
provisions on the European Regional Development Fund, the European Social Fund Plus, the Cohesion Fund, the Just
Transition Fund and the European Maritime, Fisheries and Aquaculture Fund and financial rules for those and for the
Asylum, Migration and Integration Fund, the Internal Security Fund and the Instrument for Financial Support for Border
Management and Visa Policy (https://eur-lex.europa.eu/legal-
content/EN/TXT/?uri=CELEX%3A32021R1060&qi100d=1654086756583).


mailto:latlit@varam.gov.lv
https://jems.latlit.eu/
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Create new account

Please fill in the required information on:

e Fist name

e Last name

e Email address

o Password (Password requirements: 10 characters minimum. It should contain
at least one upper case letter, one lower case letter and one digit.)

Please click the tick box to accept the “Terms of service and privacy policy”
(*mandatory field). Click “Terms of service and privacy policy” to activate the hyperlink
to the legal document.

The “Register” button turns active only once all mandatory information is filled in.

Upon creation of a hew account a message to check your Inbox for a confirmation
email appears in green. After confirming your email, please click on button “Go to login”
to go to the JEMS login page.

Create new sccount

You can click on the “?” icon to get information on:

o Applicable legal documents (terms of service, privacy policy, accessibility
statement)



e Current JEMS version

Programme uses JEMS only in English language.

Forgot password

In case you forgot your password, please click on “Forgot password” button, enter your
email and click “Email reset link”. Then follow the instructions provided in the email to
create new password.

Forgot your password?

Enter your Emall address you are using for your account Selow and we w

SONG youl @ password reset link

cance

Dashboard and project view menu

When logged in JEMS, you will see the main page (Dashboard).

wierrey = “Jems | HET HAan GAa0 ey Lappicat soer) m Eagish -| &

Welcome Applicant User 1 to myProgramme!
My applications
Call list
You can click “Dashboard” in the top menu bar to go to the Dashboard.

The Dashboard contains the following sections:

e My applications. In this section, all applications created by the user are listed.
e Call list. In this section, all published calls are listed. Open calls have a button
“Apply”, for calls which have ended, this button is inactive.

You can click on your username to access the user profile. The role assigned to a user
is shown in “()” next to the username.

applicant1@Iatlit.eu (applicant user)

The default user role upon login is “applicant user”. Under user profile you can change
your password, please click “Set new password” to reset your password.



)

Detail: Applicant User 1

User data

You can click on the “?” icon to get support information.

You can click the “Logout” button in the top menu bar to leave JEMS.

Work with application

In the “Call list” section in Dashboard the user can apply for a call by clicking the “Apply”
button in the list of open calls. User can click on the call row itself and see the general
call information through a read-only window. An user can create a project application
under the call in this section via the “Apply” button.

e sems 5 - el — [

Welcome Apphicant User 1 to myProgramme!

My spphcations

General rules and tips for work in JEMS

¢ Mandatory fields to save a page are indicated by an asterix (*) in the system.
A page cannot be saved unless all mandatory fields are filled in.

¢ Changes made can be saved or discarded. If the user leaves the page without
saving, a warning message is displayed.

Are you sure you want to
leave?

Your changes will be Jost

\Saicy



e Once the application is submitted editing of input fields is not possible any
longer.

e There are “i" icons for some fields of the Application Form, which give broader
explanation about the required information for the particular field.

A.1 Project identification

* Astersks indicate information required for saving

awaré thare may be gaps in the numberning of sections, due [0 the progravmyne = sonfigweation of application

Please pravide an abbreviated project

name for easier reference in the D
apphcation form.

e Each input field has limited number of characters that is showed by the system
and cannot be overreached.

Project title

e Useris logged of the system automatically without any warning after 60 minutes
if no any actions are performed.

¢ Click the “trash” icon to remove an item.

e Write in a clear and easy to understand language.

¢ Do not leave preparation and submission of the application for the last day.

e Read carefully the Programme Manual for the 1%t Call for Proposals to know all
requirements. The Programme Manual is available on the webpage
www.latlit.eu

e Do not keep the pre-submission checks until the very last moment, since you
might run into time issues for keeping the deadline for project application
submission.

Navigation in the application

Top menu bar

5 Ombbie e an 11 G IaIUn we (agptic st smaw) n @

o Please click “Dashboard” to go to the Dashboard section
o Please click on username to get to the user profile section
¢ Please click “?” to access support information

e Please click “Logout” to leave JEMS


http://www.latlit.eu/

Left menu bar

C.1 Project overall objective

C 2 Project refevance and
contex!

.3 Project partnesship
C.4 Project work plan
C.5 Project Resulty

C.6 Project time Plan
.7 Project management
.8 Long-term plans

01 Project budget per fund

0.2 Overview partner 7 cond
categary
0.3 Ovetyiew budget / perod

E1-Project lump sums

& Application annexes

> Check & Submit

e To hide/unhide the left menu please click the “>"/’<” symbols.

¢ Please click on the chapters to navigate through the application.

o Please click “Application annexes” to access to the file upload section.

o Please click “Check & Submit” to run pre-submission checks and to submit a
project application.

o Please click “Export” to export the Application Form as .pdf file and the partners
budgets as .xlIsx file.

o Please click “Project privileges” to give other users access rights
(view/edit/manage) to your project application. For details see chapter
Granting Project Privileges.

Format for numbers and rounding mode

In the Application Form all numbers and percentages are with two decimals, and
comma is used as a decimal separator.

The Programme uses rounding down to 2 decimals (cut off) and further calculations
are done with rounded amounts (e.qg., flat rates on flat rates).

Application status

The status of the Application can be found under section “Project overview”. The initial
status is “Draft” and it will change to “Submitted” after the application is submitted. In



case the application is reverted by the Programme, the status will change to “Returned
to applicant”.

Project overview
Application form LL-00019 = Smart Municipalities

Project D and acronym L-00039 «~ Smart Municipadtic
Applicant name  Applicant User |
Project name
Programme priority  Frioeity | - Capacity budding and people-to-people cooperation

Specific objective  50.1.1 - Othet actions Lo support a beter pesation governance

call 15t call for proposals for Latvia-Lithuania Programme

Version of an application

Application versioning is located in the left side menu of Application Form section. It is
represented by a drop-down with version indication.

Upon creation the version number is “V. 1.0” (status Draft). The version number
remains unchanged after the first submission. The version counts up every time an
application is returned to the applicant.

The active version of an application in drop-down is indicated by the prefix “(current)”.
When opening the Application Form the “current” version is shown by default. Applicant
can view previous versions by clicking on them from the drop-down list.

Application composition

l:'l:""’ i Detailed information on the application requirements is in subsection 5.1
Epee=l “Application requirements” of the Programme Manual (www.latlit.eu)

The application consists of the Application Form and its annexes. The Application Form
consists of the following sections:

e Project overview

e Application Form versioning
¢ Project identification

e Project partners

e Project description

e Project budget

e Project lump sums

e Application annexes

e Check & Submit


http://www.latlit.eu/

Application Form

In order to create a new Application Form, the applicant has to click “Apply” for the call

and enter Project acronym. If needed, it can be later amended under subsection A.1
Project identification.

inkerreg ==t admengyenns ey (admisstin) |u.;w- - I @

B8 Outbowd [ Awicrtos @l Culs i Pogasite £ Syves
Create a new project application

Call: 8 - 15t call for proposals for Latvia-Lithuania Programme

Santdate 20220103
Enddate  Eoen 202271230 Time Wit 65 day
ww thtaled cut nrbnmatin
1 aF grocec des tan Be changed beloce subausson x

Cancel

A - Project identification

Project identification
After entering project acronym, button “Create project application” will be activated.

Create a new project application

Call: 8 — 1st call for proposals for Latvia-Lithuania Programme

Startdate 11/03/2022

Enddate Ends 12/30/2022. Time left: 37 days, 23 hours and 36 minutes
View oetalled cadl Information
Hint: all project data can be changed befare submission x

l Cancel

After that, please provide all required basic information related to the project.



Project ID (automatically created
LL-00021

Project acronym
New project

Project title

Project duration

Project duration in months ; s P

Project priority and specific objective

L F'Z; amme pricrity
Priority Il - Green, resilient and sustainable development

" Specific objectives:

5.0.2.1.: Promoting climate change adaptation and disaster risk prevention, resilience, taking into account eco-system based
approaches

O 5.0.2.2.: Enhancing protection and preservation of nature, biodiversity and green infrastructure, including in urban areas, and
reducing all forms of pollution

A.l1 Project identification

i

i f Detailed information on the Programme requirements is in the Programme
Eze==l  Manual (www.latlit.eu)

o Project ID - is an automatically generated number given by the system. This
number is unique per installation and helps the Programme to recognise a
project. The number is a running number unique per project.

e Project acronym* - is an abbreviation or short name for the project that helps
identify the project together with the project ID (*mandatory field).

e Project title - text input field for a more explanatory project title.

e Project duration - The project duration shall be entered in months and shall
indicate the length of the project. The project duration is also the basis for the
calculation of periods in the project and the rest project planning. A number of
periods is calculated as follows: project duration in months divided by the
default period length defined by the Programme in the call setup. The
maximum project duration is 24 months!

e Project priority* - an applicant needs to select the Programme priority the
project contributes to.

e Programme priority and specific objective* - once the Programme priority
is selected, the Programme priority specific objectives appear. The applicant
needs to further specify to which specific objective the project contributes.

Please fill in all mandatory fields marked with asterix (*) to be able to save the page!



http://www.latlit.eu/

A.2 Project summary

A.2 Project summary

Project summary - text input field for providing an overview on the project application
by answering the questions in the guidance text. Please provide summary in three
languages — in English, Latvian and Lithuanian.

Project overview tables

A.3 Project budget overview

The table displays the project budget per fund including the contribution. Its purpose
is to provide a clear budget overview in section A Project identification. Applicant does
not need to enter any information/data in this section. This table appears when budgets
for all project partners are prepared.

A3 Project budge! overview

A.4 Project outputs and result overview

This overview table shows the link between output and results in the Application Form.
Applicant does not need to enter any information/data in this subsection. This table
appears when information on project outputs and results is filled in in relevant
subsections of the Application Form.

A4 Project outputs and result overview



B - Project partners

i

i f Detailed information on the partnership requirements is in the chapter 4
o=l “Project requirements” of the Programme Manual (www.latlit.eu)

Partners overview

This subsection contains basic information about the project partnership. According to
the Programme requirements project has to involve at least one Lithuanian and one
Latvian partner, which is registered or permanently located and actively operating in
the Programme area. Detailed information about requirements for the project
partnership is in section 4.2 “Partnership” of the Programme Manual.

Please click on the “+ Add new partner” to create a new partner. Further, when details
about all partners are ready, clicking on a specific partner in the lists gives applicant
access to the particular partner’s section.

Partners overview

o Arks rew parirar

Identity
B.1.1 Partner identity

Partner role

Partner Leal partner

Lead Partner Assaciation

Lead Partner Association

Legal and financial information

The Partner identity section is used to identify the partner organisation with basic
details.
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Partner role* - The partner role is either LP or PP

In case a LP already exists and for a new partner the LP role is selected, the system
will ask the user if the existing LP role shall be replaced. If yes, the new partner will
become the LP and renumbering of the partners will apply. The LP will always be

partner

Addres

number 1 as long as the application is in status “Draft”.

Abbreviated name of the organisation* - the abbreviated name is displayed
in the partner overview section. This name is used as a reference to the partner.
Name of the organisation in the original language - the full name of the
organisation in original language needs to be filled in.

Name of the organisation in English - the English name of the partner
organisations is used for databases such as KEEP.
Department/unit/division - if applicable, the department/unit/division
concerned can be indicated here.

Type of partner - the type of partner is a pre-defined drop-down list of
typologies used to categorize the type of partner.

Legal status* - a legal status has to be selected — public or private.
Registration number — the organisation's registration number from national
registries.

S

In the Partner address section, the applicant has to fill in the partner registration
address and, if applicable, the address of the department/ unit/division.

B.1.2

Partner address

Partner main address (registration address)

Information about NUTS codes and how to identify your region: https:/ec.europa.eu/eurostat/web/nuts/background




Address of department / unit / division (if applicable)

Country

Street

House number

City

Contact
In this section the information on the legal representative has to be entered.

B.1.4 Legal representative

Title

First name

Last name

In this section the information on the contact person has to be entered.
B.1.5 Contact person

Title

First name

Last name

E-mail address

Telephone no.




Motivation

In the Partner motivation section information on motivation for participating in the
project and the partner’s role in the project is required.

If partner is located outside the Programme territory, the justification for the
participation of such partner in the project has to be described in this section.

B.1.6 Partner motivation and contribution

Which of the organisation's competences in the thematic field concerned and experiences are relevant for the project?

Enter text here

What is the role (contribution and main activities) of your organisation in the project?

Enter text here

If applicable, describe the organisation's experience in participating in and/or managing EU co-financed projects or other
international projects.

Enter text here

Budget

{7

i f Detailed information on the budget preparation requirements is in the
o=l chapter 7 “Project budget” of the Programme Manual (www.latlit.eu)

Please fill in section Budget only after the project work plan in section C.4 is ready!

Partner budget overview

Paciner budgel overview

This section presents cumulative project partner’s budget information for all CCs.
Partner does not need to enter any information/data in this section.

Partner Budget Options

Partner has to choose budget options applicable to its budget. The following budget
options are available:

e CC1 staff costs flat rate
e CC2 Office and administration costs flat rate based on direct staff costs
e CC3 Travel and accommodation flat rate

Partner can choose to plan:
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1) CC1 Staff costs flat rate which is 15% of real costs (CC4, CC5 and CC6) or to
plan unit rate with number of working hours. It is not possible to plan real
costs under this category.

2) CC2 Office and administration costs flat rate which is 15% of CC1 Staff costs
or not to plan any costs planned under CC2 Office and administration costs. It
is not possible to plan real costs under this category.

3) CC3 Travel and accommodation flat rate which is 10% of CC1 Staff costs or
not to plan any costs planned under CC3 Travel and accommodation. It is not
possible to plan real costs under this category.

Partner Budget Options
Staff costs flat rate: 15 % (fixed rate)
Office and administrative costs flat rate based on direct staff costs: 15 % of Staff costs (fixed rate)

Travel and accommodation flat rate: 10 % of Staff costs (fixed rate)

€9 Discard changes

B save changes

When options for CC1 Staff costs, CC2 Office and administration costs and CC3 Travel
and accommodation costs are chosen, please click “Save changes”. After that, you will
be able to start planning costs under other CCs.

If you change Partner Budget Options during budget preparation, previously entered
data will be automatically changed (e.g., staff costs unit rate option is changed to flat
rate.

CC1 Staff costs

Detailed information on staff costs is in the subsection 7.5.1 of the Programme
Manual.

If partner chooses to plan for CC1 Staff costs flat rate, the section will be locked and
amounts for this category will be calculated automatically by JEMS.

Partner budget

S1a8f oSS Mat 1ate

If partner chooses to plan for CC1 Staff costs unit rate, partner has to choose click
“+Add” to choose Staff costs unit rate option from the drop-down list.

Partner budget

Staff costs



Please fill in the following fields:

o Comments — specify the staff position. For each different staff position there
has to be a separate item of costs.

e No. of units — specify the number of planned hours for the specified staff
position.

e Period 1 and etc. — partner has manually to distribute the planned staff costs
between the periods. The sum of the amounts per period must match the total
budget of item of costs.

ota Period Period 2 Period 3 Period 4

1.700,00 100,00 0,00 0,00 1.600,00

1.700,00 100,00 0,00 0,00 1.600,00

e The “Gap” shows the difference between the sum of amounts per periods and
the Total amount. To see all periods or the Gap calculator you might need to
scroll the table.

2 000,00 000 1.000.00 1.000.00 0.00

CC4 External expertise and services
If partner chooses to plan external expertise and services costs, it has to click “+Add”.

External expertise and services

Please insert the following:

o Description - specify the name of the expertise/service (e.g., organization of
seminar, development of guidance, etc.).

¢ Comments - specify any additional information relevant to the item of costs.

e Investment - choose investment's number from the drop-down list of
investments, created under section C.4 Project Work plan, if relevant.

e Unit type — specify the unit type (e.g., service), if relevant.

e No. of units — specify the number of planned units for the specified
expertise/service.

e Price per unit — specify price per unit.



Period 1 and etc. — partner has manually to distribute the planned costs
between the periods. The sum of the amounts per period must match the total
budget of the item of costs.

The “Gap” shows the difference between the sum of amounts per periods and
the Total amount. To see all periods or the Gap calculator you might need to
scroll the table.

1ew ard porvicw

CC5 Equipment

If partner chooses to plan equipment costs, partner has to click “+Add”.

and to

Equipment

insert the following:

Description — specify the name of the equipment.

Comments — specify any additional information relevant to the item of costs.
Unit type - specify the unit type (e.g., service), if relevant.

No. of units - specify the number of planned units for the planned equipment
or plan set of equipment specifying its items in section “Comments”.

Price per unit — specify price per unit.

Period 1 and etc. — partner has manually to distribute the planned costs
between the periods. The sum of the amounts per period must match the total
budget of the item of costs.

The “Gap” shows the difference between the sum of amounts per periods and
the Total amount. To see all periods or the Gap calculator you might need to
scroll the table.

CC6 Infrastructure and works

If partner chooses to plan CC6 Infrastructure and works costs, partner has to click

“+Addll

Infrastructure and works

+ Add

Please insert the following:

Description - specify the name of the infrastructure works (e.g., renovation of
museum).



¢ Comments - specify any additional information relevant to the item of costs.

e Investment - choose investment's number from the drop-down list of
investments, created under section C.4 Project Work plan, if relevant.

¢ Unit type - specify the unit type (e.g., works), if relevant.

e No. of units - specify the number of planned units for the specified
infrastructure works. For infrastructure works one unit usually will be specified
as complex of works. However, please indicate number of units for your
particular case.

e Price per unit — specify price per unit.

e Period 1 and etc. — partner has manually to distribute the planned costs
between the periods. The sum of the amounts per period must match the total
budget of item of costs.

o The “Gap” shows the difference between the sum of amounts per periods and
the Total amount. To see all periods or the Gap calculator you might need to
scroll the table.

Infrastruction sl werks

Partner lump sums

This subsection is filled in automatically by JEMS once section E.1 is filled in and
saved.

Lump sum for preparation costs shall be added in section E.1 - Project lump sums.

Co-financing

Please fill in this section when budgets for all partners are ready and section E.1
Project lump sums is filled in.

The basis for the co-financing is the partner total eligible budget. It also includes lump
sums.



Co-fimancing

Qrign of parner contribution

The “Source” needs to be selected through a drop-down list. Programme’s applicable
funding source is ERDF.

Co-financing

11 e Tdde you an Gefine your cofi WA 30 Sed IMOUNTH, piaaan. Sefine YOur partr
tudget

Then partner has to choose origin of partner contribution from drop-down list
(Public/Private) and to insert the amount of partner contribution. It is indicated in the
co-financing table and in the bottom of the page in red colour.

Co-financing

Orgin of partner contribution

Ce-financing

Ovigin of partner contributior




In case of a mismatch of the “Origin of partner contribution” with the partner
contribution in “Co-financing” an Error message in red appears on the bottom of the
page, indicating the difference. Information cannot be saved as long as there is a
mismatch.

The total of contribution must match the total partner contribution (difference "10.688,007)

Once the amounts match, partner will be allowed to save changes, and the message
in green colour will appear, indicating that co-financing and partner contributions are
saved successfully.

Q Co-financing and partner contributions saved successfully

If you make any changes in project budget after section “Co-financing” was filled in,
please be aware that the system will notify that section “Co-financing” needs to be
updated.

Earner comnbuts 2000

Partreér total sligible budget S7T.N7.00 100,00 %

Origin of partner contribution

Plense update the partner coninbution, the tatal ongn of contributian mest match the total pariner cominbution x

LLL Public

State Aid

{77 h Detailed information on the State aid requirements is in the subsection

l'ﬁ-ri—' 4.7.4 “State Aid” of the Programme Manual (www.latlit.eu)
For self-check an applicant can use State aid self-check module. However, it is optional
because State aid assessment will be done by the JS during quality assessment of
applications.
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State aid criteria self-check

Criterium I: Is the partner involved in economic activities through the project?
Please consider questions below, answer Yes/No and briefly justify

State aid question Answer Justification

1. Will the project applicant implement activities Enter text here
and/or offer goods/services for which a market Yes No

exists?

2. Are there activities/goods/services that could
have been undertaken by an operator with the view
to making profit (even if this is not the applicant's
intention)?

Enter text here

Yes No

Criterium II: Does the partner receive an undue advantage in the framework of the project?

Please consider questions below, answer Yes/No and briefiy justify

State aid question Answer Justification

1. Does the project applicant plan to carry out the Enter text here
economic activities on its own i.e. not to select an
external service provider via public procurement
procedures for example?

Yes No

2. Will the project applicant, any other operator not

included in the project as a project partner or the Enter text here
target audience gain any benefits from its project
economic activities, not received in the normal
course of business (i.e. not received in the absence
of funding granted through the project)?

Yes No

Result of State aid criteria self-check: To see the result, please answer all the questions above.

State aid relevant activities

GBER scheme / de minimis -




C- Project description

ﬂ [ :[} Detailed information on the project requirements is in the chapter 4
== “Project requirements” of the Programme Manual (www.latlit.eu)

Section C is structured in eight subsections C1.-C8.

C.1 Project overall objective

C.2 Project relevance and
context

C.3 Project partnership
C.4 Project work plan
C.5 Project results

C.6 Project time plan

C.7 Project management and
communication

C.8 Long-term effects and
durability
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C.1 Project overall objective

C.1 Project overall objective

Below, you can see the Programme priority specific objective your project will contribute to (chosen in section A.1.).

Programme priority specific objective

$02.1.: Promoting cliﬁwate change adaptation and disaster risk prevention, resilience, taking into account eco-system based ¢

Project overall objective

Now think about your main objective — what do you aim to achieve by the end of your project? Remember your project needs to
contribute to the programme’s objective.

Your objective should:

« be realistic and achievable by the end of the project, or shortly after;
« specify who needs project results and in which territory;
» be measurable - indicate the change you are aiming for.

Project overall objective

The Programme priority specific objective as chosen in Section Al Project
identification is shown. Please specify the project overall objective.

C.2 Project relevance and context

In this section an applicant has to answer questions about project context and
contribution to the Programme as well as to provide other information.

C.2 Project relevance and context

C.2.1 What are the common territorial challenge(s) that will be tackied by the project?

Please gescribe wiy your project is needed in the programme area and the relevance of your praject for the programme afea, in

terms of common .'.h&“é"‘l(_)é?, and opportunities addressec

C.2.2 How does the project tackle identified common challenges and/or opportunities and what is new about
the approach the project takes?

Please oescribe new solutions that will be developed during the project and/or existing solutions that will be adopted and
implemented during the project kfetime. Describe also In what way the approach goes beyond existing practice in the
sector/programme area/participating countnes

C.2.3 Why is cross-border cooperation needed to achieve the project’s objectives and result?

Please explain why the project objectives cannot be efficiently reached acting only on a national/regional/local level and/or
describe what benefits the project partners/target groups/ project area/programme area gain in taking a cross-border approach

Enter text here

In section C2.4 please choose from the drop-down list the target group who will benefit
from your project results and describe the target group.



In section C2.5 please choose from the drop-down list the wider strategies and policies
your project will contribute and describe contribution.

% Maw does the projoct comrdule 1o aider strategms and polizies?

In section C2.6 please specify project or initiative that your project will make use of and
describe how synergy will be ensured in the project.

C 7 6 Which xynergies with past or curmwet DU andt othe: rojects of inttistives will the prcject maks wee of?

The last section requires description on how the project is built on available knowledge.

C.2.7 How does the project bulld on avallable knowledge?
Please describe the experiences/lessons learned that the project draws on, and other avallable knowledge the project capitalises
on

C.3 Project partnership

In this section an applicant answers the question about project partnership and
contribution of each partner to the project.

C - Project description

C.3 Project partnership
Describe the structure of your partnership and explain why these partners are needed to implement the project and to achieve
project objectives. What is the contribution of each partner to the project?

C.4 Project work plan

The Project work plan overview lists the work packages (WPs) in the project.

Click “Add new work package” to create a new WP. WPs are numbered automatically.



Application form LL-00021 — New project

C - Project description

C.4 Project work plan

‘ + Add new work package

(& package

C.4 Project work plan

* Add) new work package

the best praject

Click the “trash” icon to delete a WP. By clicking on a work package in the list, the
details page of the selected work package opens.

| We recommend not to have more than 2-3 work packages in the project. |

At first, please specify the title of the work package. It has to reflect thematic content
of the work package.

Work package

Each WP is structured in the following sections accessible via tabs:
* Objectives
* Investments
+ Activities

*  Outputs

Work package1

Objectives Investments Activities Outputs

Objectives
In this section please specify project specific objectives and communication objectives.



Objectives

Your objectives should be:

« realistic and achievable by the end of the project;
« specific (who needs project outputs delivered in this work package, and in which territory);
« measurable - indicate the change you are aiming for.

Define one project specific objective that will be achieved when all activities in this work package are implemented and outputs
delivered.

Project specif

Think about the communication objective that will contribute to the achievement of the specific objective. Communication
objectives aim at changes in a target audience's behaviour, knowledge or belief.

Communication objective and target audience

Investments

In this part, investments can be created within a specific work package.
List of investments

Please list below the invesiments that will be delivered within this work package

‘ + Add investment

25 w
Numbe ( veatr Y i al
na Reconstruction of museum Latgale (LVOOS)
n2 Cleaning of termitory Panevwé o apskritis (LT025)

The list of investments provides an overview of all investments created under a work
package. Click “Add investment” to create a new investment.

By clicking on an investment in the list, the details page for the selected investment
opens.



C - Project description
Work packagel

Investment 1.1

Justification

aplain whyy thes ir TR 5 Neede

Investments are automatically numbered. There are text input fields to describe the
investments.

In section “Investments” please specify investments that intend (re)construction works
or other that have corresponding costs under CC6 ‘“Infrastructure and works”.
Purchase of equipment shall be planned under CC5.

Investments are linked to the partner budget: for CC6 “Infrastructure and works” there
is a drop-down list of all investments created under each work package in section C.

In section "Investments" an applicant has to provide detailed information on
investments:

+ Justification

* Location of the investment

+ Risks assaociated with the investments, if any
* Investment documentation

* Ownership of investments

Activities
In this part, activities have to be created within a specific work package. Activities are
automatically numbered.

» Click “Add activity” to create a new activity
* Click the “trash” icon to delete an activity

C - Project description
Work packagel

List of activities

\inieaw e W 1he mcBeitins bry wihich e et nchiivas e propect apaclic oy



Activity 1.7 Developmens of exposton

For each activity please indicate:
» title of activity
» start/end period
» description
» partner(s) involved

Activities are linked to the project partner State Aid section. If an activity is deleted from
the work plan, the activity is automatically deleted from the State aid relevant activities
in the State aid partner page.

For each activity one or more deliverables have to be created. Each activity must
have at least one deliverable.

* Click “+” to create a new deliverable
* Click the “trash” icon to delete a deliverable

» Deliverables are automatically numbered

For each deliverable please indicate:
« deliverable title

» deliverable description. When describing deliverable please provide explicit
information (e.g., number of events organized, number of participants, location,
duration, equipment purchased, content of document developed, etc.)

» delivery period

Example:
Activity number 1.1
Title Exchanging good practice visits
Start period Period 1
End period Period 2




Description

Exchanging good practice visits between project partners and
abroad.

Partner(s) involved

LP Municipality X, PP2 Municipality Y, PP3 Municipality Z

Deliverable number

D.1.1.1

Deliverable title

Good practice exchange visits

Description

Two good practice exchange visits will be organized: one by PP2
in Lithuania (Siauliai; 2 days) and one by PP3 (Jelgava; 2 days) in
Latvia. In each visit about 10 people will participate.

Delivery period

Period 2

Deliverable number

D.1.1.2

Deliverable title

Good practice exchange visit to Poland

Description

Good practice exchange visit to Poland (2-3 days) will be
organized. About 15 people will participate from LP, PP2 and
PP3.

Delivery period

Period 2

Outputs

In this part, project outputs have to be created within a specific work package.

* Click “Add output” to create a new output

* Click the “trash” icon to delete an output

Outputs are automatically numbered.




C - Project description
Work packagel

List of outputs
the activities you need 10 implement 10 achieve the specific objective in this work package

ts that will be delivered dunng the implementatior

‘ + Add Output

C - Project description
Work packagel

List of outputs
Piosso define 1o outpats whioh wit be readsed Hheough the J00vBes foreeeen In ™ work pockage a0d Srk tham 10 the rolated

programme st indicators

Output number 1.1

Besides input fields, a Programme Output Indicator has to be selected for each output.

Once the Programme Output Indicator is chosen by the user, the measurement unit is
automatically filled in. The target value is by default 1 and can be increased by the
user. The user can only choose Programme Output Indicators linked to the Programme
Specific Objective selected in section A Project Identification.

This section can only be completed, if in section A Project identification the following
fields are filled in:

» Project duration (to be able to select the delivery period),
» The Programme Priority Specific objective (to be able to select indicators).

Please provide output title and description of output, as well as specify delivery period.

Each project must contribute to achievement of output indicator “Organisations
cooperating across borders (MANDATORY)” with corresponding result indicator
“Organisations cooperating across borders after project completion (MANDATORY)”.
Other output indicators with corresponding result indicators can be chosen for
contribution if relevant activities are planned in the project.




Example:

Output Number 1.1

Output Title Municipalities cooperating across borders

Programme Output Organisations cooperating across borders (MANDATORY)

Indicator

Measurement Unit organisations

Target Value 3

Delivery Period Period 4

Output Description LP Municipality X, PP2 Municipality Y and PP3 Municipality Z
will cooperate during project implementation.

C.5 Project Results

The applicant has to add Project Results to a list in this section.
+ Click “Add result” to create a new result

e Click the “trash” icon to delete a resuilt.

C.5 Project Results

Yhat 3O you X0t 10 change bacauss of the scvwies wou 1 50 Inpiement Sl the outpats you phan 10 Geliver? Piaase take &

Result 1

Results are automatically numbered. A Programme Result Indicator has to be selected
for each Result. Once the Programme Result Indicator is chosen by the user, the
measurement unit and baseline are automatically filled in. The target value is by default
1,00 and can be increased by the user. The user can only choose Programme Result
Indicators linked to the Programme Specific Objective selected in section A Project
Identification.

This section can only be completed, if in section A Project Identification the following
fields are filled:

» Project duration (to be able to select the delivery period),
* The Programme Priority Specific objective (to be able to select indicators).

Please provide description of the result and delivery period.

Each project must contribute to achievement of output indicator “Organisations cooperating
across borders (MANDATORY)” with corresponding result indicator “Organisations
cooperating across borders after project completion (MANDATORY)”. Other output indicators




with corresponding result indicators can be chosen for contribution if relevant activities are
planned in the project.

Example

Result number

1

Programme result indicator

Organisations cooperating across borders after
project completion (MANDATORY)

Measurement unit

organisations

Baseline 0,00
Target value 3
Delivery period Period 4

Result description

LP Municipality X, PP2 Municipality Y and PP3
Municipality Z will cooperate during project
implementation and also as minimum a year after
the project end.

C.6 Project Time Plan

The project time plan is automatically generated using data from the Application Form.
Hovering over deliverables, outputs and results display the target values. Project
duration (Section Al) has to be filled in and periods have to be defined for each item
in order to be displayed on the time line accordingly.

Application form LL-00027 - New project

C - Project description

C.6 Project Time Plan




C.7 Project management

In this subsection applicant has to provide information on project management,
contribution to horizontal principles and following cooperation  criteria.
Application form LL-00021 — New project

C - Project description

C.7 Project management

HOQINON 50 The DWmsic wore you will 00 1N your

omunecation. Plesos deoorine below how you plan t

C.7.1 How will you coordinats your project?

who wil be responuble for coordination™ Will yoa have sy othes mansgenent struchres (= g, thematic g

Y Wi The SEerne COMMUNGIIon work?

C 7.2 Which measures will you take to enswre quality in your project?

Ueocrte speciic approaches snd peotesse ol responsible parinets. if you plan 1o have oy type of ¢

1he (13 PuUrpces ang scope Twre

In C.7.5 Cooperation criteria the user needs to tick boxes with selected cooperation
criteria and provide description. Joint development, joint implementation and joint
financing are mandatory, while joint staffing is optional.

C.7.5 Cooperation criteria

Please select all cooperation criteria that apply to your project and describe how you will fulfil them. Joint development, joint
implementation and joint financing are mandatory, while joint staffing is optional.

Cooperation criteria Description
Joint development Enter text here
Joint implementation Enter text here
Joint staffing Enter text here
Joint financing Enter text here

In C.7.6 Horizontal principles the user needs to select the type of contribution by

clicking the toggle button with the applicable option and to provide description of
contribution.



The Programme will not select projects for the funding with a negative impact on its
horizontal principles.

C.7.6 Horizontal principles

Please indicate which type of cantribution to honzontal princples appies 1o the project, and mstdy your choice. Projects with
NEGATIVE CONTRIBUTION will be REJECTED!

Sustainadle development positive sffects neutral  nagative elfects |
(TR = T Xt
Equal oppornumities and nan-discrimination positiveeliects neutral  neganve effects
x| hete

Equaiity betwesn men and women posilive effects neutral  negstive effects

C.8 Long-term plans

In section Long-term plans please provide information on ownership, durability and
transferability of project outputs/deliverables.

Application form LL-000271 — New project

C - Project description

C.8 Long-term plans

As a programme, we would like to support projects that have a long-lasting effect in the territory and those who will benefit from
them. Please describe below what you will do to ensure this.

C.8.1 Ownership

Please describe who will ensure the financial and institutional support for the outputs/deliverables developed by the project (e.g.,
tools), and explain how these outputs/deliverables will be integrated in the work of the institutions.

Enter text here

C.8.2 Durability

Some outputs/deliverables should be used by relevant groups (project partners or others) after the project's lifetime, in order to
have a lasting effect on the territory and the population. For example, new practices in urban transport need to be used by local
authorities to have cleaner air in the city, and the whole population will benefit from this. Please describe how your
outputs/deliverables will be used after the project ends and by whom.

Enter text here

D - Project budget

In section D the following project budget overview tables are available:

* D.1 Project budget per fund



+ D.2 Overview partner / cost category

* D.3 Overview budget / period

D.1 Project budget per fund

Table D1 is automatically calculated overview of total partner budget divided per
partners and funding sources. The percentage of ERDF per partner is indicated below
the ERDF amount per partner.

0.1 Project budget per co-financing source (fund) - breskdown per partner

D.2 Overview partner / cost category

Table D2 provides an automatically calculated overview of total partner budget divided
per cost category. This table shows six CCs: Staff cost, Office and Administration,
Travel and accommodation, External expertise and services, Equipment and
Infrastructure and works as well as lump sums.

D 2 Project budget - overvew per pariner / per cost category

D.3 Overview budget /period

Table D.3 provides an automatically calculated overview of total partner budget divided
per period.

D.3.1 Project budget - overview per pariner / per period

0.3.2 Project budget < overview per fund / period

TH 400



E- Project lump sums

The Project lump sum section is the place where the user can select project lump for
preparation costs.

E.1 - Project lump sums

Project lump sums table

The lump sum for preparation costs needs to be chosen from the drop-down list and
settings predefined by the Programme are automatically prefilled. The user needs to
allocate the preparation costs lump sum to period “Preparation”. The lump sum can be
allocated to one partner or split between several partners.

If preparation costs are planned only by LP or other partner, please specify the whole
amount for the respective partner. Otherwise, divide amount by partners and check
the last column "Gap" to divide amount correctly.

2.000,00 0,00 5.000,00 0,00

5.000,00 0,00

Preparation costs are added on top of the project budget. They will not decrease the
maximum ERDF co-financing per project set according to the Programme specific
objectives as specified in chapter 3 “Programme priorities and supported activities” of
the Programme Manual.

The lump sum for preparation costs can be selected only once per project. This is
checked by a pre-submission check.

e An Error message appears in case no period is selected.
e An Error message appears in case the lump sum amount is not correctly
allocated to the partner(s).



E.1 - Project lump sums

Project lump sums table

Fhase Gpriele We Larg s tese The sm o the prros:

1% 0 o et i e i Loted Larvgr s ety

Fhank rlabe Mie hrrg suets Sashe A pathond meanl be sebetted for mech g sum

Application annexes

To upload a file to a relevant section/subsection, click “+add new file”. In case no files
are uploaded a notification message in yellow is shown. To upload a file related to a
specific project partner, first select the partner and then click “Upload file”.

Application form LL-00021 — New project

Application annexes

Attachments

v Application attachments

v Partrers
LP1LLL
PPZ didst
v Inwastment documentation
Attachments

~ Application attachments

v Puriners

LPY AL

There ae 00 Hes uploaded

+ Upload file

JEMS gurdant 281102212325 sppiicant 1 Gfatht oy

Click the pencil icon to add a description to the uploaded file. It is recommended to
enter a description to uploaded files. This allows you to distinguish files within and in

between sections/subsections.

* Click the arrow icon to download an uploaded file.

* Click the trash icon to delete an uploaded file.



JEMS allows to upload the most popular file types relevant for the programmes' usage.

| Please ensure your file does not exceed the size limit of 50 MB! |

Check & Submit

Pre-submission checks

Pre-submission checks shall safeguard a basic level of completeness and consistency
of a submitted Application Form.

Each Application Form requires a successful pre-submission check of content before
it can be submitted.

It is highly recommended to run the pre-submission checks in due time and already
during filling the different section of the Application Form. Do not keep the pre-
submission checks until the very last moment, since you might run into time issues for
keeping the deadline for project application submission.

Note that, automatic checks do not replace human control of application contents.
A successful pre-submission check is no guarantee that an application is fully complete
and formally compliant!

Pre-submission checks include verification of mandatory fields and conditions.

Application form LL-00021 — New project

Check & Submit
You are about to officially submit your project application: LL-00021 - New project
Make sure 1o submit your project in time before the call end date, Further information on the deadline can be found in the call

Information and in the project overview. Please be aware that after subrmission, changes to the application form are no longer

possible

Pre-submission check

Belare you can submit your application form, the presubmission-check needs to be valid, The check will provide you with an
overview of missing or inconsistent data. Results do not update automnatically, Run the check again after changes 10 your

application form

To submit this application, all conditions of the pre-submission must be met

Execution of pre-submission checks

The pre-submission checks need to be executed every time the user wants to submit
an Application Form.

The results of the check are shown in an expandable tree: for each section of the
application form a verification result can be displayed.

+ Click “>” symbol to unfold the list and see the single issues.
+ Click “<” symbol to collapse the list.

If the pre-submission check passed successfully, the submit button will be activated.



In case of changes in the Application Form after a successful check or the user left a
section, the user needs to run the pre-submission check again.

° A - Project idensilication
© B - Project partners
@ ~iteast | panner (s active
0 Exactly | Lead partrer &3 adlive
© Fartner identity
° Pariner didsf. Name of the orgaisation m english is missng
o Partmer address . v

o Partner conmact v

There are two types of checks:

Error
X Comment s
icon
° Error - verification failed.
Required user interaction.
Q Info - verification passed successfully.

Submission of an application

Once all pre-submission checks are successfully passed the user can submit the
application.

Project can only be checked or submitted when:
* The project is in draft,
* When the call deadline has not passed.

Pre-submission check

Befare you can submit your application form, the presubmission-check needs to be valid. The check will provide you with an
overview of missing or inconsistent data. Results do not update automatically. Run the check again after changes 1o your
application form

Run pre-submission check Submit project application

Q A - Project identification
& B - Project partners
& c - Project description

o E.1 - Project lump sums



When the application is submitted an applicant will see status "Submitted" and the date
when the application was submitted to the Programme.

Export

Click “Application form” to export the Application Form sections A, B and C as a PDF
file (not including detailed Partner budget tables).
Project version: At first submission of the application form only V.1.0 can be selected.

Export and input languages: Only English is available.

Click “Partners budget” to export the project budget tables from section D and the
Partner Budget tables from section B.

Application form LL-000271 — New project
Export

: Export application form
v LL-00021 - New project

Profect

(current) V. 1.0

Application form
Partners budget Exnort lang
English -
put languag —
English

Project Privileges

Granting Project Privileges feature allows multiple users to collaborate together in the
same Application Form.

It is only possible to invite users who are already registered in the system. The only
required parameter to identify the user is the respective JEMS username (e-mail used
to register in JEMS). Upon successful invitation, the invited user will see the respective
project in his Dashboard.

Please make sure you enter the full valid email address of collaborators and they have
been registered in JEMS in advance.



Application form LL-00021 — New project

Project privileges

Users working at the same time in the same page may lead to unexpected loss of data (users overwrite other users content). Please mak

Application form users

applicant1@latlit.eu | @ view # edit | £t manage |

applicante@latlit.eu | @ view A edit €& manage |

Collaborators might have different responsibilities in the project, therefore different
levels of privileges are available:
* VIEW - User can see all Application Form sections but cannot make any
change.

+ EDIT - User cannot only see, but also modify/fill in the Application Form.

*  MANAGE - Same as EDIT, plus the option to invite users to the project and set
respective privileges.

RISK of OVERWRITING INFORMATION

In case several users with edit or manage access rights work in parallel in the same project
application there is the risk to overwrite information!

Please be careful when granting access rights to other users and coordinate who is working
when in the Application Form. Parallel working, in particular in the same AF section should
be avoided, since there is high risk to overwrite information of another user or having inserted
information not saved.

APPLICATION MUST BE SUBMITTED BY THE LP

When assigning collaborators to the application, please remember that the application has
to be submitted by the LP of the project.

Warning! Please be aware that users with assigned privileges EDIT un MANAGE technically
also are able to submit the application to the Programme.




	Abbreviations
	About JEMS
	Registration in JEMS
	Work with application
	General rules and tips for work in JEMS

	Application Form
	A - Project identification
	Project identification
	Project overview tables

	B - Project partners
	Partners overview
	Identity
	Address
	Contact
	Motivation
	Budget
	Co-financing
	State Aid


	C- Project description
	C.1 Project overall objective
	C.2 Project relevance and context
	C.3 Project partnership
	C.4 Project work plan
	Objectives
	Investments
	Activities
	Outputs

	C.5 Project Results
	C.6 Project Time Plan
	C.7 Project management
	C.8 Long-term plans

	D - Project budget
	D.1 Project budget per fund
	D.2 Overview partner / cost category
	D.3 Overview budget /period

	E- Project lump sums
	Application annexes
	Check & Submit
	Export
	Project Privileges


