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1. PROCESS FLOW

This document describes the STSM process, from the moment an applicant submits an application for
approval by the STSM coordinator to the payment and recording of the amount paid by the Grant Holder
(GH) to the STSM grantee.

It is necessary to separate the process in 2 parts: one describes the step to be performed before the
mission starts and another the steps to be performed after the mission ends.

Regular STSM?! — process flow

Short Term Scientific Missions ( STSM ) — process flow
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STSM with a pre-payment request — process flow

Short Term Scientific Missions [ STSM ) — process flow
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1 A regular STSM is an STSM that lasts between 5 and 90 days and the Grant amount is up to 2500 EUR paid in one instalment
after the approval of the scientific report.
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2. KEY PLAYERS

= STSM applicant
= STSM coordinator
=  Grant Holder (GH)

STSM applicant

The STSM applicant can be any person with an e-COST profile. An STSM applicant must specifically
contribute to the research coordination and capacity building objectives of the COST Action for which
they are submitting a STSM application.

The STSM applicant must be engaged in an official research programme as a PhD Student or
postdoctoral fellow or can be employed by, or affiliated to, an institution, organisation or legal entity
which has within its remit a clear association with performing research.

Specific provisions have been made to encourage the application submission by researchers from ITC
countries. 2 STSM applicants with an affiliation in an institution in an ITC country can request a pre-
payment of 50% of grant. This is payable under 2 conditions: that the GH has sufficient funds to cover
50% of the grant in advance and that the host confirms to the GH that the mission has started.

STSM coordinator

The STSM coordinator is the person elected by the MC, ideally during MC 1, to coordinate the STSM
awarding process. The STSM coordinator can perform the evaluation of applications alone or by
heading an STSM panel.

The STSM coordinator’s tasks include: evaluate applications, approve or reject these applications in e-
cost, evaluate the scientific report after the mission, post-approve or reject the report.

Grant Holder

The GH monitors the incoming approved applications, determines the Grant amount in accordance with
the request, but also with the budget available, sends the successful applicants their Grant Notification,
makes the timely pre-payment of 50% of the grant (when applicable), and ensures that all grants are
paid within the deadline of 30 days.

3. PROCESS OVERVIEW

3.1 Applicant creates an STSM request

The applicant encodes an STSM application by loging into e-COST and clicking on the STSM
application tab.

If the applicant’'s e-COST profile is incomplete, they will first have to fill in the missing information
(affiliation, education details, CV).

Any already submitted applications are available for consultation in the applicant’s e-COST profile. To
submit a new application, the applicant clicks on ‘Create a new STSM Request’.

2 The following countries are considered ITC: Bosnhia-Herzegovina, Bulgaria, Cyprus, Czech Republic, Estonia, Croatia, Hungary,
Lithuania, Latvia, Luxembourg, Malta, Montenegro, Poland, Portugal, Romania, Slovenia, Slovakia, the former Yugoslav Republic
of Macedonia, Republic of Serbia and Turkey.
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c E D E t Home | Profile | Contact Us

EUROPEAN COOPERATIOM . .
IN SCIENCE & TECHNOLOGY Dr Elena Popovici Logged in as Registered User

Actions Owverview

International Cooperation

S5T5M Applications

Actions Overview Actions / STSM Applications

Internaticnal Cooperation

Below you can find an overview of all your personal STSM applications.
S5TSM Applications

# Action Title Submisison Start Date End Date
Date
37289 CA15204 Final testing 2017-04-21 2017-04-26 2017-04-20

[
[ Create a new STSM Request

The application page contains the following sections:

= Applicant details

Log Out

Status Options

Pending upload 5C documents m @&

=  STSM details (the application must start and end during the same Grant Period (GP). If a GP is

not active, the applicant will not be able to submit an application.
= Bank details

= Host details (must be located in a different country than the country of the applicant)

=  Financial support

=  Supporting documents (2" page of the application also reachable by clicking on button in the

upper left corner)

STSM Application

Draft

.

APPLICANT DETAILS

Home Institution: ® -- Select Institution -- |ZI

Add/Edit Affiliations
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5TSM DETAILS
Action Number: * -- Choose An Action — |Z|
STSM Title: *
Select Grant Period: - Select Grant Period — |Z|
Start Date: *
End Date: * ﬁ
Duration:

The minimum duration for an STSM is 5 days, maximum duration is 180 days (if you are ECI), or 90 days (if you are not ECI).
Early Career Investigator (ECI) — A researcher within a time span of up to 8 years from the date they obtained
the PhD/doctorate (full-time equivalent).

Motivation and Workplan 1. Rim s motivaticn - Please explain the scientific and/ecr cther metivaticn for the STSM
summary: and what scientific and/cr cther cutcocmes you aim to accomplish with the STSM.
o 2. Proposed contributicn to the scientific cbkjectiwves cof the Zcticn.
3. Techniques - Please detail what technigues cr equipment you may learn toc use, if applicable.
4. Planning - Please detail the steps vou will take teo achieve your proposed aim.

(limited to 2000 words)

BAME DETAILS

Select barnk accownt * - Sglect Bank Account —

Add|Edit Accourts

HOST DETAILS

Title: * -~ Select Title - B

First Name: *

Last Name: *

Email: *

Institution: *

Institution Address Line 1: *
Institution Address Line 2:
Institution Address Line 3:

Institution City: *

PR— _—
Institution Country: Please Select One |ZI
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FINANCIAL SUPPORT

Amount for Travel in € *
Amount for Subsistence in € * (up to a maximum of EUR 160 per day)

Total Amount in €

Save Request

You can submit your STSM application after uploading the necessary supporting documents on the Supporting Documents page. This page will be
accessible AFTER you have completed the form above.

If the applicant is affiliated with an institute from an Inclusivenss Target Country, (s)he can apply for a
pre-payment of 50% of the Grant. The applicant must keep in mind that the transfer of the 50% of the
Grant can only take place after the mission has started and as such, requesting a pre-payment is more
effective for STSMs longer than 1 month.

Amount for Travel in € *
Amount for Subsistence in€ * (up to a maximum of EUR 160 per day)

Total Amount in €

[ | wish to apply for a pre-payment fo the Grant ]

Disclaimer: The pre-payment of 50% of your Grant is subject to the approval by the Grant Holder Institute. Should the request be approved, the first
installment of the Grant will be processed upon receipt of the STSM host's confirmation of your presence at the host institute.

| Save Request |

The request can be save only if all fields have been completely on the page, otherwise the information
is lost. After saving the request, the applicant must upload specific supporting documents in order to be
able to submit the application.

Actions / STSM / Supporting Documents

The application is saved and is pending upload of the supporting documents.

Draft  Submitted Pre-approved Imported Pending SR upload Pending SR approval SR approved

m " iy m ™y
+:|On (e 1@ (e () (e 1

- Supporting Documents

Please ensure that the first 2 supporting documents are uploaded in order to be able to submit your STSM application.

STSM Application in POF -‘n

CV (including a list of academic publications - if applicable) -&ﬂ

D Letter of support from the Home Institution .fﬂ

D Written agreement from the Host Institution that the STSM applicant can perform the activities detailed in the STSM waork plan on the agreed dates -?ﬂ
D Scientific Report (to be submitted at the latest 30 days after the end date of the STSM)

D Host approval of the scientific report (to be submitted with the scientific report 30 days after the end date of the STSM)

Scientfic Report Template available here.
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Upload File

Please use the browse button to select
a PDF file (no special naming needed,
just point to your local PDF file as is).

o file selected.

Then press "Start Upload™

Cancel Start Upload

The maximum File size to upload is 10MB.

Supporting Documents

STSM Application in PDF *

CV (including a list of academic publications - if applicable)

Letter of support from the Home Institution * x

Written agreement from the Host Institution that the STSM applicant can perform the activities detailed in the STSM work plan on the agreed dates -‘ﬂ x
D Scientific Report (to be submitted at the latest 30 days after the end date of the STSM)

D Host approval of the scientific report (to be submitted with the scientific report 30 days after the end date of the STSM)

Download all files as ZIP (not including the CV, download separately above) -‘ﬂ

Scientific Report Template available here.

| Submit Request

Is your application complete and ready to be submitted?

I [ Cancel ]

@ |Your application has been successfully submitted to the STSM Coordinator DrBurnard - michael.@iam upr for approve

Actions / STSM / Supporting Documents

The application is pending approval from the STSM Coordinator of the Action.

Draft Submitted
Py )
- -

Applicant Details
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3.2 STSM Coordinator approves/rejects the application

As soon as the application is submitted, the STSM coordinator is notified. The applicant also receives a
copy of the notification.

Alternatively, the STSM Coordinator can check the status of applications via an STSM e-COST
dashboard. The STSM Coordinator will be able to approve/reject only those applications whose status
is ‘Submitted’.

For all other applications, the STSM coordinator will be able to see at which stage in the process they
are.

Dear STSM coordinator,

Dr Elena Popovici has submitted an on-line STSM application request.

Please verify the validity of this application and approve or reject it by clicking on the link below:
http://mirror.prod.cost.local/stsm/apply/37583

We thank you for your cooperation.

Kind regards,

e-cost

Ref: ST-1.5M

Actions Overview Actions / STSM Applications

International Cooperation

Below you can find an overview of all your personal STSM applications.
STSM Applications

You currently don't have any STSM applications registered.

Create a new STSM Request

The applications you manage

# Applicant Version Title Status Options
37628 Dr Elena new Managing research in the area of Social 6 — Pending upload SC documents @& @
Popovici Sciences and Humanities : specific challenges

and innovative strategies

37625 John Smith  new Managing research in the area of Social 3 — Submitted @

Sciences and Humanities: specific challenges

If the STSM coordinator wishes to approve the application, the STSM coordinator must confirm that the
Workplan is in line with the Action’s objectives and confirm that the supporting documents are valid.

If the application is rejected, the STSM coordinator must provide a justification to guide the applicant in
her/his resubmission.

In the cases when the STSM Coordinator wishes to share the application package with the STSM Panel,
(s)he can download:

- The application itself
- The CV of the applicant from his/her e-COST profile
- The documents supporting the applicant’s request
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Actions / STSM / Application Form "~ Boeunioad o

The application is pending approval from the STSM Coordinator of the Action.

Draft Submitted
& /)
-~ -~

- STSM coordinator pre-approval

Application Form , o
The workplan supports the scientific objectives of the Action

Supporting Documents The information contained in the Supporting Documents is valid and complete.

« STSM Applications Comments in case the application is rejected:

Approve Reject

3.3 The GH sends the applicant the Grant Notification Letter

As soon as the STSM coordinator approved the STSM application, the GH is notified and can send the
Grant Letter notification.

Dear Grant Holder,

COST Action: CA15204

STSM reference number: 37289

STSM applicant name: Dr Elena Popovici

Home mstitution: Universitatea de Medicina, Tasi, RO

Host institution: Vienna University, Vienna, AT

STSM start and end date: 2017-05-01 - 2017-05-30

On behalf of the Management Committee of the COST CA15204, I would like to inform you that:
o The proposed STSM workplan is in line with the scientific objectives of the Action;
o The supporting documents are eligible and complete.

Please verify that funds are available to support this application and send the applicant the Grant Notification Letter.
Kind regards,

Dr Janet Smith
STSM coordinator

Ref: 8T-2.5M

The GH logs into e-cost and first activates the application in its current state.

10
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Actions / Periods / Manage Grant 6 / STSMs

Revise forecast for the activity

Export Selected Select -
I Version Participant Start End Duration Grant Amount in EUR Report Payment Options
ID

First Installment in EUR Second Installment

No ST5Ms for this action.

Please note:
- You can add an ST5M when you have received an e-mail fram MC Chair or STSM Manager notifying that an application for an 5T5M has been approved
— Using the "ST5M Applications...” you can retrieve the approved STSM from the list of submitted applications.

- When reviewing the approved application you can activate the STSM using the appropriate button_

STSM Applications ..

Short-Term Scientitic Missions — Applications

The following list only shows STSM applications whose start and end date fall within the Grant Period from 2017-05-01 w0 2017-10-14

Choose an application in the list below and click the “Review™-icon to proceed

# Applicant Name Applicant E-mail Amount  Submisison Date Start Date End Date Duration  Options

37583 DrElena P{]pm.q'ci €lena.carausu@umfiasi.ro 1500 2017-04-28 2017-05-01 2017-05-31 31 days x

Short-Term Scientific Mission Application

When the Management Committee has approved this application use this button.

Activate

Nutrion science

From: 201705701
To: 2017/05/31
Duration: 31 days

The GH is able to modify the title, topic, dates, and institute name, should this be required, once the
STSM application has been activated.

The GH must confirm if the applicant is an Early Career Investigator in the cases when the duration of
the STSM application request exceeds 90 days. If the STSM duration is up to 90 days, then the box
remains unticked.

The GH must confirm that the applicant is coming from an Inclusiveness Target country and, in cases
when there is a request for a pre-payment of 50% of the Grant, that the GH has sufficient funds available.

In the screen ‘Approved Grant amount”, the GH can decide the level of the Grant to be awarded taking
into account the funds available.

The Grant amount can be up to the level requested by the applicant or less.

11
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® The STSM Request has been successiully activated. You can now make modifications.

Actions / CA16114 / Periods / Manage Grant 2/ STSMs / Edit

STSM reference: ECOST-STSM-CA16114-011218-102216

Draft Submitted Pre-approved Imported Pending SR upload Pending SR approval SR approved
@ 9 O G O
Confirmation
Edit STSM
Please confirm in case the applicant match any of the following conditions:
Approved Grant Amount
he applicant is an Early Career Investigator (ECI).
Supperting Documents D
(if applying for an STSM longer than 90 days and for a grant higher than EUR 2500)
« STSMs he applicant is coming from an Inclusivness Target Country (ITC).

[ [Tre spicant has requsst a pre-pyment ofthe Grant Fleass confitmthat your insttutian s sble to sccomodats s request and pracass ths payment

Disciaimer: The pre-payment of S0% of the approved Grant can only be processed upon receipt of the STSH hosts's confirmation of the STSH applicants presence at the host instiute
—

‘I Save I ‘ Cancel

Breakdown of Expenses

Subsistence 400

Travel 500

Total cost per STSM a0
Prepayment

Pre-payment 450

Final Payment 450

Current Total EUR 900.00

Save Send Grant Letter Cancel

3.3.1 The GH makes the payment of 50% of the Grant

When the STSM applicant from an ITC requests and is granted a pre-payment of 50% of the grant, the
STSM host receives an notification requesting her/him to confirm to the GH that the STSM started on
schedule. Without the host confirmation, the pre-payment will not be done.

The actual transfer of 50% of the grant can take several days after the receipt of the STSM host email
confirmation.

12



ocosk

EUROPEAN COOPERATION
IN SCIENCE & TECHNOLOGY

Dear STSM Host,

Dr Elena Popovici has requested a pre-payment of 50% of the Grant related to the followmg STSM application:
COST Action: CA13130

STSM reference number: 436723

Home institution: University of Iasi, Romania

Host mnstitution: Vienna University, AT

STSM start and end date: 2017-04-20 - 2017-04-24

In order for the Grant Holder Institute to mitiate the pre-pavment, we kindly ask vou
to send an email to the Grant Holder (grantholder@gm), on the date when the applicant will have started the STSM.

Kind regards,
Grant Holder
Ref: ST-4.5M

The GH can consult the approved application by using the different options available for each STSM,
as shown below.

Export Selected Select -

[s] Participant Start End Duration Crant Amount in Report Payment Options

EUR
First Installment Second

in EUR Installment

37583 .. 2017-05-01 2017-05-31 31 days 1500.00 = 750.00 750.00 FETBE
Dr Elena Popovict

3.4 STSM grantee uploads the scientific report and host approval of the report

1 day and 15 days after the end of the STSM, the grantee receives a reminder to upload the scientific
report and the host approval of the report. The deadline to submit the last supporting documents is 30
days from the end of the STSM.

The submission of the supporting documents is mandatory or the Grant is cancelled. Late submission,
beyond the deadline, can also lead to the cancellation of the Grant and, in cases when a pre-payment
was done, the obligatory reimbursement by the grantee of the amount received.

A scientific report template is available on the Supporting documents page or on-line here:
http://www.cost.eu/STSM_report_template

The STSM grantee must complete this template and save it in pdf before uploading it in e-COST.

The host approval of the report can be an email confirming that the STSM took place and the goals
outlined in the Work plan were reached.

13
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Dear STSM applicant,

This 1s a reminder that vou are required to submit for approval vour scientific report within 30 days from the end date of vour STSM.
IYou are kindly requested to complete the following steps:

s  Ensure that vour scientific report 1s approved by a senior scientist in the host mstitute.

s Click on the link below before 2017-05-20 and upload vour approved scientific report
and the host approval. http://branch.qa cost.local/stsm/apply/37289

o Add the bank details on which vou wish to receive the Grant to your e-cost profile, if vou have not done so already.
Failure to submut your scientific report on time may result in the cancellation of the STSM grant.
The payment of vour Grant 1s carried out by the Grant Holder following the receipt of the STSM coordmator approval of vour scientific report.
Kind regards,
e-COST

Ref: ST-6.SM

Actions / STSM / Supporting Documents

The appiication is pending upload of the Scientific Report

Draft Submitted Pre-approved Imparted Pending SR upload

Supporting Documents

Please ensure that the Scientific Report and the Host approval are uploaded in order fo be able to submit it to the STSM Coordinator for approval

STSM Application in PDF -‘.
CV (including

Letter of support from the Home Institution *

3

Written agreement from the Host Institution that the STSM applicant can perform the activities detailed in the STSM work plan on the agreed dates guem

Scientific Report (to be submitted at the latest 30 days after the end date of the STSM)
Host approval of the scientific report (to be submitted with the scientific report 30 days after the end date of the STSM

Download all files as ZIP (not including the CV, download separately above -‘ﬂ

Scientific Report Template available here.
Confirm upload of Scientific Report

3.5 STSM Coordinator approves/rejects the scientific report

The STSM coordinator is notified when the applicant submitted the scientific report and host approval
and has to verify the validity of the report by clicking the link in the notification. Alternatively, the STSM

Coordinator can access the application via the STSM e-COST dashboard.
Dear STSM coordinator,

Dr Elena Popovici has submitted the scientific report related to the following STSM application:

COST Action: CA15204

Home mstitution: University of lasi, RO

Host mstitution: Vienna University, AT

STSM start and end date: 2017-05-10 - 2017-03-31

Please venfy the validity of this scientific report and approve or reject 1t by clicking on the link below:
http://branch qa cost.local/stsm/apply/37287

We thank you for your cooperation.
Kind regards,
e-COST

Ref: 8T-7.5M

14
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If the application is rejected, the STSM coordinator must provide a justification to guide the STSM
grantee in her/his resubmission.

If the STSM coordinator approves the report, the GH is notified that the grant can be paid.

ﬁ‘ CRANT PAYMENT

.:.Tp.": .":‘ st oo If the application is rejected, please proved a justification

Application Form

' Supporting Documents ]

« 5TSM Applications

Rekd

Click here to consult the uploaded documents far this 5TSM

Dear Grant Holder,

COST Action: CA15204

Home mstitution: University of [asi, RO

Host mstitution: Vienna University, AT

STSM start and end date: 2017-05-10 - 2017-03-31

On behalf of the Management Commnuttee of the COST |, I would like to mform vou that :
s This STSM has been completed in line with the proposed STSM Workplan
s The scientific report is approved
s The Grant can be paid.

Kind regards,

STSM Coordmator

Ref: ST-8.5M

3.6 The GH makes the payment of the Grant or, if applicable, of the 2" instalment of the Grant

The GH can download an excel list of STSM grants that are ready to be paid. This list contains the
necessary information for the GH financial and accounting department to process the Grant transfer.

l Export Selected Select ~

f |

Opening payments.csv S |

You have chosen to open:
payments.csv
which is: Microsoft Excel Comma Separated Values File (1.8 KB)

from: data:

What should Firefox do with this file?

@ Openwith | Microsoft Excel (default) -

() Save File

[7] Do this automatically for files like this from now on.

o | [ome ]

15
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Once the GH financial and accounting department processed the Grant transfer, the GH can record
the the payment and complete the STSM process.

In the cases when 50% of the Grant was pre-paid, the GH must complete the amount for the 2"
instalment before recording.
By recording the payment, the status changes to Paid.

The process is complete.

Participant

D Elena Popovici

Dr Sorin Cheval

Start End

2017-02-06 2017-02-24 19 days

2017-04-22 2017-04-26 5 days

Duration

Crant Amount in Report Payment Options
EUR
First Installment Second
in EUR Installment
750.00 Accepted 750.00 Record Edit fiew # € v [§
TETETE
2100.00 Accepted 0.00 Paid View Revert # €3

16



