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1. Introduction 
 
This guide is intended to trace the stages from the launch of the call for proposals to the 
signature of grant contracts. 

2. Definition  
 
A grant is a direct financial contribution, by way of donation, paid to a beneficiary entity aiming 
at an objective relating to a mission of general interest falling within the framework of a policy 
of sequa. A grant is intended to finance actions implemented by an entity called a 
“Beneficiary”. These actions may fall within its usual activity program or be specially designed 
to meet objectives set by sequa.    
 
The entity (ies) signing a grant contract is/are designated as “beneficiary (ies)” of the grant and 
should not be confused with the partner country, the final beneficiary of the action nor with the 
target group. The entity receiving the grant remains solely responsible for its 
implementation. 
  
A grant can only be paid for an action of a non-commercial nature and must not allow the 
beneficiary to generate any profit. The recipients of the grant generally come from the non-
profit sector: non-governmental organization, civil society organization, international 
organization, public establishment, local authorities and other non-profit entities.  
  
The standard procedure for awarding grant contracts is called a “call for proposals” and does 
not follow a threshold trigger logic. The call for proposals can be open or restricted, include or 
not a phase dedicated to the selection of applications in order to establish a short list of 
applicants invited to submit a full project proposal.  

3. Key principles 
3.1 Non-profit 
The grant may not have the object or effect of producing a profit for the beneficiary. Profit is 
defined as the excess of all receipts over the costs of the action in question when the request 
for final payment is presented. 
 
When a profit is made, sequa must deduct from the balance of the grant the percentage of 
profit corresponding to its final contribution to the eligible costs actually incurred and approved, 
except in the cases mentioned in the following paragraph. 
 

3.2 Transparency 
The selection of candidates for a call for proposals procedure must be carried out under 
conditions of transparency. To this end, sequa publishes all the relevant information necessary 
to enable potential candidates to obtain accurate and timely information. To ensure the 
transparency and the traceability of the exchanges between sequa and the various candidates, 
the questions as well as the answers transmitted must be formulated in writing and made 
accessible. At all stages of the call for proposals procedure, sequa notifies preselected 
applicants as well as all other applicants of the rejection of their application, indicating the 
reasons for this rejection. 
 

3.3. Equal treatment 
In the case of funding from sequa, the allocation of grants must be impartial. This means in 
particular that an evaluation committee must select the projects, with experts where 
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appropriate, on the basis of the eligibility and evaluation criteria (selection and award) 
published. 
 
In any event, in the context of a call for proposals, all the information relating to the procedure 
and the objectives to be achieved is made accessible in a fair manner to all interested 
applicants. The eligibility, capacity assessment and selection criteria in particular, will be 
clearly specified in the consultation file. sequa ensures the publication of calls for proposals 
and will make the consultation files accessible via the Internet and by any other appropriate 
means of information. 
 

3.4 Co-financing and non-cumulation  
The beneficiary justifies the amount of co-financing provided, either from its own resources or 
in the form of financial transfers from other parties. There is co-financing when the beneficiary 
makes a contribution in financial form. 
 
This means that overheads, and in particular salaries or parts of salaries of permanent staff 
assigned to the project, cannot be considered as co-financing provided by the beneficiary. 
Please note, the co-financing provided by the beneficiary is entered in the budget and in the 
grant contract, it therefore commits the beneficiary. These funds are also subject to the same 
eligibility principles as the funds allocated by sequa. 
 
A beneficiary may not obtain more than one grant per action as lead. In their application form, 
applicants must specify whether they have made several applications or received several 
grants for the same action or the same work program. 
 

3.5 Non-retroactivity 
The contracts take effect from the date of notification (or from the date of signature of the last 
signatory). As a general rule, a grant can only cover costs incurred after the date of notification 
of the award of the grant or, failing that, of the signature of the grant contract. 
 
It is in fact prohibited to order the start-up of any activity without it being the subject of 
contractual cover. As contracts or riders do not apply retroactively, any disbursement occurring 
before the signing of the contract or the corresponding rider is ineligible. Thus, a grant cannot 
be used to finance actions which have already been completed and which have therefore 
proved to be feasible without the financial assistance of sequa.  
 

3.6 Archiving, confidentiality, and protection of personal data 
sequa undertakes to guarantee the confidentiality of the proposals sent to it and ensures the 
security and storage of these proposals. sequa keeps and must guarantee the confidentiality 
of documents relating to all award procedures and contracts over a period of 5 years from the 
payment of the balance. These documents must include the complete set of files of all 
applications submitted, the call for proposals files and related correspondence. 
 
In addition, sequa undertakes to comply with the regulations in force applicable to the 
processing of personal data and, in particular, Regulation (EU) 2016/679 of the European 
Parliament and of the Council of 27 April 2016 applicable from 25 May 2018. To do this, any 
personal data must be processed solely for the purpose of processing grant application 
files. Applicants must be able to have a right of access and rectification of personal data 
concerning them (https://www.sequa.de/en/privacy-statement/).  

https://www.sequa.de/en/privacy-statement/
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4. Code of Conduct and conflict of interest  
4.1 Code of conduct 
Any contractual commitment of sequa is made in strict application of sequa‘s Code of Business 
Conduct („Code of Conduct“ or „Code“). Thus, sequa requires its own employees, applicants 
and beneficiaries of grant contracts, to comply with the ethical rules described on this code 
(https://www.sequa.de/en/sequa/code-of-conduct/).  
 
Failure to comply with one or more of the ethical clauses may result in the 
applicant/beneficiary's exclusion from other contracts financed by sequa. Their respect is 
considered to be a contractual obligation. The obligations referred to in this section also apply 
to all members of a consortium (lead applicant, co-applicants) all subcontractors and all entities 
providing capacity. 
 

4.2 Prevention of Conflict of interest 
Applicants for a grant must refrain from any relationship likely to give rise to a conflict of interest 
compromising their independence or that of their staff. The grant applicant and his staff must 
refrain from carrying out any activity or receiving any benefit which conflicts with the obligations 
incumbent on him. When a conflict of interest arises either during the Call for Proposals or 
during the execution of the Contract, it must be reported without delay and in writing to 
sequa. In the event of a conflict of this nature, the applicant / coordinator immediately takes all 
necessary measures to put an end to it. sequa reserves the right to verify that said measures 
are appropriate and proportionate and to require, if necessary, that additional measures be 
taken. 

5. Ethic clauses 
5.1 Compliance with anti-corruption and anti-fraud standards  
There is fraud when the impartial and objective performance of the contract results from an act 
carried out through unfair means intended to obtain an undue material or moral advantage or 
carried out with the intention of evading the execution of the laws. 
 
The applicant for a grant as well as his (their) sub-contractors, agents or members of the 
personnel cannot receive or accept to receive from anyone nor offer or propose to give or 
procure to anyone a present, a gratuity, a commission or remuneration by way of incentive or 
reward for performing or refraining from performing acts relating to the performance of the 
grant contract or to favor or disadvantage anyone in connection with the grant contract. 
 
Consequently, any attempt by an applicant to obtain confidential information or to influence the 
evaluation committee or sequa during the examination, clarification or project evaluation 
procedure results in the rejection of his application.  
 
The grant applicant is aware that the payments which will be received under the grant contract 
will constitute the only income or benefit which he can benefit from in connection with the 
contract. Extraordinary commercial costs are prohibited, relating to any commission not 
mentioned or any commission which does not compensate any effective legitimate service, 
any commission paid in a tax haven, any commission paid to a recipient not clearly identified 
or to a company which has all the appearances of a shell company. 
 
When an award procedure or the execution of a contract is vitiated either by errors or 
substantial irregularities, or by fraud, sequa suspends the execution of the said contract. If 
these errors, irregularities or fraud are the fault of the contractor, sequa may, moreover, refuse 
to make the payment or recover the amounts already paid, in proportion to the seriousness of 
the said errors, irregularities or fraud. sequa can carry out any check, on documents or 

https://www.sequa.de/en/sequa/code-of-conduct/
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on the spot, that it deems necessary to gather evidence on a presumption of extraordinary 
commercial costs. 
 

5.2 Exclusion situations 
It should be noted that the applicant or beneficiary undertakes that any person, group or entity 
participating in the implementation of the action does not appear on any of the Financial 
Sanctions Lists (including in particular the fight against financing terrorism) and not to buy, 
supply or finance equipment in the services or sectors under the embargo of the United 
Nations, the European Union or Germany. 
 
The verification of exclusion situations by sequa comes under the application of the principle 
of due diligence. 
 
This control and exclusion system aims to facilitate the detection of people and entities that 
represent a risk to the interests of sequa. Its aim is to prevent entities or persons who find 
themselves in specific situations of exclusion from receiving funds from sequa or from 
participating in grant award procedures. Exclusion is decided on the basis of a final judgment 
or a final administrative decision or, in the absence of such a judgment or decision, on the 
basis of established facts or findings and their preliminary legal qualification. 
 
If the applicant for a grant or the recipient of a grant contract is in one of the situations described 
above, sequa and, where applicable, the EU, can use this information in their early detection 
and exclusion system.  
 
The applicant or beneficiary informs sequa when he notices that the information transmitted 
must be rectified, updated or deleted; they ensure that the entity concerned is informed of the 
transmission of its data to whom it may concern and of their possible inclusion in a rapid 
detection and exclusion system, as well as of their publication on the sequa website or, where 
applicable, the original donor. These requirements end when the grant contract 
implementation period ends.  
 

5.3 Participation in a criminal organization  
sequa is determined to fight against behaviour linked to a criminal organization. If it turns out 
that a grant applicant or beneficiary of a contract is in one of the two situations described below, 
this will result in his exclusion or termination of the grant contract: 

a. the fact that any person actively participates, intentionally and with knowledge either of 
the aim and general activity of the criminal organisation, or of its intention to commit 
the offenses in question, in its criminal activities, including by providing information or 
material means, by recruiting new members, as well as by any form of financing of its 
activities, knowing that this participation will contribute to the realization of the criminal 
activities of this organisation; 

b. the fact that any person concludes with one or more persons an agreement aimed at 
carrying out an activity which, if successful, would amount to committing the offenses 
referred to in this article, even when that person is not participating in the actual 
execution of the activity. 

 
Money laundering 
For the purposes of this point, the acts listed below, committed intentionally, are considered to 
be money laundering: 

a. the conversion or transfer of property known to be the result of criminal activity or 
participation in criminal activity, which is known to the person engaged in it, for the 
purpose of concealing or disguising the illicit origin of such property or to help any 
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person involved in such activity to escape the legal consequences of the acts he has 
committed; 

b. concealing or disguising the real nature, origin, location, disposition, movement or 
ownership of property or related rights, which the person indulging in it knows to come 
from criminal activity or participation in such activity; 

c. the acquisition, possession or use of property, of which the person who engages in it 
knows, at the time he receives it, that it comes from a criminal activity or from a 
participation in such an activity; 

d. participation in any of the acts referred to in points a), b) and c), joining together to 
commit it, attempting to commit it, aiding or inciting someone to commit it or to advise 
him to this effect, or to facilitate the execution of such an act. 

 
There is money laundering even if the activities which gave rise to the property to be laundered 
were carried out on the territory of another Member State or on that of a third country. 
 
Financing of terrorism 
For the purposes of this point, “terrorist financing” means providing or raising funds, by any 
means, directly or indirectly, with the intention of seeing them used or with the knowledge that 
they will be used. used, in whole or in part, for the purpose of committing any of the offenses 
referred to in Articles 1 to 4 of Framework Decision 2002/475 / JHA of the Council of the 
European Union. 
 
Zero tolerance for sexual exploitation and sexual abuse 
sequa applies a “zero tolerance” policy with regard to all faulty behavior having an impact on 
the professional credibility of the applicant. Corporal punishment or physical violence, threats 
of physical violence, sexual abuse or exploitation, harassment and verbal violence, and all 
other forms of intimidation are prohibited.   
 

5.4 Respect for Human Rights, environmental legislation and labour standards  
The grant applicant and his staff respect human rights, the ten principles of the United Nations 
Global Compact, applicable environmental legislation, in particular multilateral environmental 
agreements. He undertakes to respect international recommendations in matters of ethics, in 
particular respect for the person, beneficence, non-maleficence and justice. 
 
In particular, applicants who are awarded a grant comply with environmental legislation, in 
particular multilateral environmental agreements, as well as the applicable core labour 
standards, as defined in the relevant conventions of the International Labour Organization (in 
particular the conventions on freedom of association and collective bargaining, on the 
elimination of forced and compulsory labour and on the abolition of child labour). 
 

6. Award procedures 
 
Calls for proposals are open, i.e. all applicants are free to submit a full application. In this case, 
a concept outline must still be submitted with the complete application and the evaluation is 
carried out in three stages (pre-selection on the basis of the concept outline), in accordance 
with the Call for Proposals Guidelines. 
  

6.1 Contents of the call for proposals 
The Call for Proposals Guidelines (which include an application form and other annexes) will 
specify: 

• The subject of the call for proposals; 
• The eligibility rules applying to applicants, actions and costs; 
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• The evaluation criteria (selection and award); 
• The administrative procedures to follow to submit an application; 
• The evaluation procedure (in particular an indicative timetable) and on the contractual 

conditions which will be applied to the successful applicants. 
 
Where applicable, they provide instructions on how to complete the application form and 
specify the documents to be attached to it. 
 
The application form to be completed by applicants is annexed to the Call for Proposals 
Guidelines, it includes the following components: 

• Information about the applicant; 
• Information on the co-applicant(s); 
• Information on the proposed action, including its budget. 

 
The application form includes, among other things, a sworn declaration (declaration of honour) 
to be completed by the applicant (and any partners) attesting their eligibility with regard to 
nationality and situations of exclusion, its financial and operational capacity. The supporting 
documents are attached to these declarations. 
 

6.2 Publication  
The Call for Proposals is published on sequa’s website, the programme’s website and/or in 
any other appropriate media. It can also be published locally when needed. There may also 
be a local publication referring to the internet publication. 
 

6.3 The rule of Nationality 
Participation in calls for proposals is open to any legal person established in one of the eligible 
States in accordance with the financial instrument used (see Guidelines for Applicants). 
 
To verify compliance with the nationality rule, the call for proposals file requires requesting 
entities to indicate the country of which they are nationals by presenting the usual proofs in the 
matter according to their national law (extract from the registration of entity). 
 
If sequa suspects that an applicant only has a simple office registered in an eligible country 
and that the applicant's nationality is ineligible, it is up to the latter to provide proof of the 
existence of real and continuous links with the applicant with the economy of this country. This 
is to avoid awarding contracts to entities that are ineligible because of their nationality but 
which have established a “letterbox” entity in an eligible country for the sole purpose of 
circumventing the nationality rule. 
 

6.4 Eligibility and evaluation criteria 
The eligibility criteria cover three different aspects: 
 

1. Eligibility of the applicant: this aspect concerns the legal and administrative situation 
of the applicant. If a call for proposals relates to actions to be carried out in partnership, 
the nature of the partnership, the minimum number of partners and the eligibility criteria 
applicable to each of the partners of the lead applicant are specified in the Guidelines.  

 
2. Eligibility of the action: this aspect concerns the types of activities, the sectors or 

themes and the geographical areas covered by the call for proposals. 
 

3. Eligibility of costs: this aspect specifies the types of costs that can be 
financed. Basically, these must be real costs, which will actually be incurred and 
necessary for the execution of the project. 
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The published award criteria make it possible to assess the projects submitted with regard to 
the objectives and priorities set, and to award grants to actions which maximize the overall 
effectiveness of the call for proposals. They make it possible to select projects that ensure 
sequa will respect its objectives and priorities and guarantee the visibility of its funding. 
 
The award criteria concern, in particular, the relevance of the action vis-à-vis the objectives of 
the program within the framework of which the call for proposals is funded, the quality (logic, 
consistency, adequacy of resources, implementation schedule, etc.), the expected impact and 
sustainability of the action, as well as its cost-effectiveness. 
 
All the eligibility and evaluation criteria specified in the call for proposals must be applied as 
they are during the evaluation procedure and cannot under any circumstances be modified 
during this procedure. These criteria must be precise and non-discriminatory and must not 
harm fair competition. 
 

6.5 Additional information during the procedure 
Between the publication and the deadline set for the submission of proposals, and in addition 
to the information sessions mentioned in the Guidelines for Applicants, applicants should be 
able to ask useful questions to complete the form and finalize their application. Consequently, 
sequa indicates a point of contact to receive any questions. Applicants can ask substantive 
questions in writing no later than 21 days before the deadline for submission of 
proposals. sequa must answer all these questions no later than 11 days before the deadline 
for submitting proposals. 
 
In the interest of transparency and equal opportunities, any response provided to an applicant 
on matters which may be of interest to other applicants should be communicated to all other 
applicants as well. The simplest - and recommended - way to do this is to publish on the 
Internet a table of relevant questions and answers together with the Call for Proposals 
Guidelines for applicants. This information must be updated regularly, up to 11 days before the 
deadline for submitting proposals. 
 

6.6 Deadline for the submission of proposals 
All documents requested must be sent at the address and at the latest on the date indicated 
in the Guidelines for Applicants by electronic means. 
The concept outline and the full project proposal are sent at the same time and the time 
between the publication of the Call for Proposals Regulations and the date limit set for sending 
all documents is 90 days minimum. 
 

6.7 Ensure transparency of the evaluation procedure 
Each concept outline / proposal must be sent according to the electronic system as defined in 
the Call for Proposals Guideline as published.  
 
Concept outline / proposal files must be written in the language of the publication of the Call 
for Proposals and must include the documents below: 

• Concept outline submission form (according to the model provided in the Application 
form Annex A) 

• The complete project submission form (according to the model provided in the 
Application form Annex A) 

• The logical framework of the project (according to the model provided in the Application 
form Annex A.) 

• Chronogram of activities (according to the model provided in the Application form 
Annex A) 
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• The budget (annex B) 
 
To be complete, the file must include the form as well as all the requested annexes. Only 
complete files will be examined by the evaluators. 
 

7 Evaluation steps 
 
The detailed evaluation steps below might be done in a digitised system or tool generating 
reports automatically. However, they will verified and signed accordingly. 
 

7.1 Evaluation committee 
The members of the evaluation committee are identified and appointed as soon as possible so 
as not to compromise the deadlines published in the Call for Proposals Guidelines.  
 
The members of the evaluation committee are appointed by sequa individually and in writing. 
 
Voting members have the technical and administrative capacity necessary to give 
authoritative advice on projects.  Each member has sufficient knowledge of the language in 
which proposals are submitted. 
 
The participation of observers can be authorized individually by sequa. External experts may 
participate in committee meetings as observers. They cannot be members of the evaluation 
committee and cannot vote. 
 
All the members participating in an evaluation committee will sign a declaration of impartiality 
attesting to responsibility in matters of conflict of interest. 
 
Impartiality and Confidentiality 
All members of the evaluation committee must sign a declaration of impartiality and 
confidentiality. 
 
Any member or observer of the evaluation committee who finds himself in a situation of 
potential conflict of interest due to links with an applicant must report this and immediately 
withdraw from the evaluation committee. Consequently, he is no longer authorized to 
participate in any capacity whatsoever in the evaluation meetings. Any member who withdraws 
from the evaluation committee for whatever reason must be replaced and the evaluation 
process restarted. 
 
No information on the analysis, clarification, evaluation or comparison of projects or on contract 
award decisions may be disclosed before the signature of the contract by sequa and the 
contract awardee. Any attempt by an applicant to influence the procedure in any way (by 
contacting members of the assessment committee or otherwise) results in the immediate 
rejection of their application. 
 
The deliberations of the evaluation committee, from the opening of projects to the end 
of the procedure, take place behind closed doors and are confidential. 
 
In order to ensure the confidentiality of the deliberations, participation in the meetings of the 
evaluation committee is limited to members of the evaluation committee. 
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Project documents should not leave the room / building in which the committee meetings are 
held before the end of the work of the evaluation committee. They should be kept in a safe 
place when not in use. 
 
Responsibilities of the members of the evaluation committee 
The president coordinates the evaluation procedure and guarantees its impartiality and 
transparency. The voting members of the evaluation committee are collectively responsible for 
the decisions made by the committee. 
 
The president is responsible for all administrative tasks relating to the evaluation procedure, in 
particular: 

• The classification of all documents relating to the procedure, in particular the notices 
published, any correspondence with the applicants and the minutes of the meetings of 
the evaluation committee; 

• Distribution and collection of impartiality and confidentiality statements; 
• The drafting of the minutes of the meetings of the evaluation committee, the opening 

of the projects to the proposal for awarding the contract, and the classification of these 
as well as the relevant data and documents; 

• Registration of attendance at meetings and preparation of the evaluation report and its 
appendices. 

 
Any response to a question posed by an applicant during the evaluation procedure must be 
made in writing (by e-mail or post) and signed by both the chair and secretary of the evaluation 
committee and sent to all applicants. A copy of this correspondence should be appended to 
the appraisal report. 
 
Functioning 
The evaluation committee must base its decisions on the various evaluations carried out by 
the evaluators and, consequently, must ensure that the criteria defined in the call for proposals 
are understood, respected and applied in a uniform manner by all the evaluators. 
 
To this end, all evaluators must evaluate the projects assigned to them independently of one 
another but applying a consistent method, identical interpretation and understanding of both 
the objectives and the criteria set out in the Guidelines for Applicants.  
 
Evaluation criteria  
It is entirely up to the evaluators to complete their evaluation grids in compliance with the 
quality evaluation standards described in the Call for Proposals and the criteria listed in the 
evaluation grid. 
 
Each proposal should be evaluated on its intrinsic value and not by comparing it to 
other proposals. Each criterion of the evaluation grid must be evaluated only once by the 
evaluator and must not influence the evaluation of other criteria. The evaluator must write 
concise, relevant and duly justified comments for each sub-section of the evaluation 
grid. Their comments can be sent directly to the principal applicant, if the latter so 
requests. Strong and weak points should be mentioned. Comments should not be limited to 
summarising the project but should include a brief critical analysis following the different 
questions of the evaluation grid. Each evaluation grid must be endorsed, signed and dated by 
the evaluator who carried out the evaluation.  
 
If the evaluator doubts the eligibility of an applicant or a partner, he must express his 
reservations to the chair of the evaluation committee, who will advise him and / or instruct him 
to request the necessary details from the applicant. 
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Comments and ratings should be consistent and logical in relation to the rating 
assigned. Consequently, a high score associated with a critical or negative comment, or even 
a low score accompanied by positive comments, would be incomprehensible and rather 
confusing for the evaluation committee, with the risk that the evaluation is not considered 
reliable. It should also be noted that comments can be communicated, upon request, to the 
lead applicant. 
 
Points are awarded according to the scoring grid published in the Regulations and 
generally between 1 and 5 (1 = very poor, 2 = insufficient, 3 = satisfactory, 4 = good, 
5 = very good). Half points are allowed. The concept outline will be awarded points 
between 0 and 2. Half points are explicitly requested.  
 
The calculation of totals and subtotals should be checked carefully. 
 

7.2 Reception of applications 
The evaluation procedure begins with the receipt of full proposals and concept outlines by 
sequa and ends with the decision of award of grants to successful applicants. 
 
The assessment takes place in confidentiality, and all parties involved are required to adhere 
to the principles of confidentiality, impartiality and absence of conflict of interest. The 
evaluators must sign a declaration to this effect. 
 
The chairperson/president of the evaluation committee is the only one who can authorize 
contact with an applicant during and after the evaluation procedure. These contacts may take 
the form of communications regarding details, the announcement of the results of each phase, 
as well as the handling of information requests and questions posed by an applicant about the 
results. 
 
A designated evaluation committee (of at least two persons including chairperson) must 
communicate its recommendations relating to the projects to sequa.  
 
Evaluators work under the supervision of the chairman of the evaluation committee. The 
course of the evaluation phase is as follows:  

• Reception and registration of projects; 
• Project files must be submitted to sequa as indicated in the Call for Proposals 

Guidelines; 
• It should be noted that if an electronic sending system is made compulsory, it is still 

possible for reasons of equal treatment to accept a paper version; 
• Opening and administrative control. 

 
All projects received on time must be opened during an opening session, during which the 
registration information is checked and completed and the projects numbered. 
The registration of projects should include the following information: 

• Concept outline / proposal registration number; 
• Arrival date; 
• Name and address of the applicant. 

 
Projects that have met the deadline for receipt are then subject to an administrative 
check, which will assess whether they meet all the criteria mentioned in the checklist. The 
observations made within the framework of the opening are recorded in the opening 
report. Members of the Committee cannot change this checklist under any circumstances. 
 
Incomplete files are eliminated from the assessment. 
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At the end of the opening session and the administrative verification, the members of the 
opening committee sign a report. This must indicate: 

• The date, time and place of the session; 
• The people present; 
• The names of applicants who submitted projects before the stipulated deadline; 
• The names of applicants who submitted projects after the stipulated deadline; 
• The names of the applicants who submitted incomplete projects, with mention of the 

missing documents; 
• The names of applicants to whom a request for clarification has possibly been sent. 

 
Any missing supporting document or any inconsistency between the declaration and the 
supporting documents may lead to the rejection of the proposal on this basis. 
 
However, if some of the criteria are not met, the applicant may be invited to submit a 
clarification within the time limit set by the evaluators of the evaluation committee. In the latter 
case, the evaluation committee uses its discretion to decide whether or not the request is to 
be considered during the remainder of the evaluation, while ensuring equal treatment of the 
projects. Whatever the decision of the evaluation committee, this decision must be recorded 
and justified in the evaluation report.  
 
In order to facilitate the review of the evaluations by the evaluation committee, the secretary 
of the evaluation committee should ensure that a list is drawn up containing the projects which 
did not meet the administrative criteria mentioned in the checklist. For each entry on the list, 
the criteria not met must be identified. 
 
In order to ensure the transparency of the procedure, the secretary of the evaluation committee 
must ensure that a list containing the projects which are ineligible is drawn up and appears in 
minutes signed by the members of the evaluation committee. For each entry on a list, the 
reasons for ineligibility are identified. 
 

7.3 Capacity Check 
This evaluation must be carried out using the declaration by the applicant and the criteria 
defined in the Call for Proposals for applicants duly completed by the applicant. 
 
The members of the evaluation committee cannot change this declaration under any 
circumstances. At the end of this phase, a letter is sent to the candidates to inform them 
whether or not their request has been taken into account at this stage. 
 

7.4 Evaluation of the concept outline 
Concept outlines having successfully passed the administrative check are then assessed with 
regard to the relevance and design of the action on the basis of an evaluation grid. 
 
The quality of all application forms must be assessed by at least two members of the evaluation 
committee on the basis of a grid containing the criteria relating to the relevance and design of 
the action. For each sub-heading, a score is assigned. The overall assessment is based on 
the scores obtained for each sub-section, added up by section. The final mark is the 
mathematical average of the marks awarded by the people examining each proposal. 
 
The secretary will prepare a list of all Concept outlines, sorted by score. In a first step, only the 
concept outlines having obtained at least a mark of 12 points during the evaluation will be 
preselected. The applications which obtained the highest scores are preselected until an 
amount is obtained at least twice the budget available for this call for projects. 
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7.5 Evaluation of the full proposals  
The quality of all application forms must be assessed by at least 2 evaluators on the basis of 
a grid containing the selection and award criteria. For each sub-heading, a score is 
assigned. Each section should be commented on based on the section's questions and 
criteria. Certain sub-headings must also be commented on in special cases. The overall 
assessment is based on the scores obtained for each sub-section, added up by section. The 
final mark is the mathematical average of the marks awarded by the people examining each 
proposal. 
 
The secretary of the evaluation committee ensures that the completed evaluation grids are 
collected for each proposal. He/she then prepares a table classifying all the projects according 
to the marks obtained and appends the evaluation grids to it. 
 
In the CfP for AL-INVEST Verde a limit of projects per country per lot is imposed. Per lot not 
more than 3 projects will be approved for one country. 
 
At the end of this phase, a letter is sent to the candidates to inform them whether or not their 
request has been taken into account at this stage. 
 

7.6 Conclusions of the evaluation committee 
The decisions of the evaluation committee are taken independently. The committee must, at 
the end of its meetings, draw up the list of projects selected for financing, indicating the score 
obtained by each proposal, the amount of the proposed grant and the rate of financing of the 
eligible costs proposed. Subject to the following points, this list is made up of the projects 
having obtained the best ratings, ranked in order and within the limits of the funds available 
under the call for projects. 
 
The final evaluation report is drawn up after the last meeting of the evaluation committee. It 
includes the evaluation grids and the minutes of the evaluation sessions and must be signed 
by all the members of the evaluation committee.  
 
It must indicate: 

• The date, time and place of the session or the digital platform used; 
• The persons present or electronically involved; 
• The average score obtained by each proposal; 
• Successful applicants, recommended grant amounts and proposed eligible cost 

funding rate; 
• Unsuccessful applicants and the reasons why they were unsuccessful. 

 
The final evaluation report is (e-)signed by all the evaluators who participated in the analysis 
and is annexed to the minutes of the Evaluation Committee. The minutes of the Evaluation 
Committee are signed. 
 
It is then submitted to the competent sequa service which, after approval of the report, 
recommends the award of the contract. 
 
The award decision includes the object and the overall amount of the decision, as well as the 
approved appraisal report and, where applicable, the reasons why sequa decides to deviate, 
for a given proposal, from the committee recommendations contained in this report. 
The entire procedure, from the drafting of the call for projects to the selection of successful 
applicants, is strictly confidential. The decisions of the evaluation committee are collective, and 
its deliberations are kept secret. Committee members have an obligation to respect 
confidentiality. 
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7.7 Award and signature of the grant contract  
Notification to Applicants 
After formal approval of the final list of grants to be awarded by the competent services of 
sequa, the latter notifies the beneficiaries that their request has been accepted. 
 
In addition, he informs the other applicants that their application has not been accepted by 
standard letter, indicating the reasons for this decision. 
 
Letters to beneficiaries must be sent within fifteen calendar days of the award decision, and 
letters to unsuccessful applicants within fifteen days of notification to beneficiaries. 
 
Discussion phase with the Beneficiaries 
At this stage, the budget for the action proposed by the applicants selected at the call for 
projects stage must be corrected to remove any obvious arithmetical error and any ineligible 
cost, before the contract is signed. 
 
If necessary, the description of the action is corrected accordingly. 
 
sequa may decide that other minor clarifications or corrections may be made to the 
description of the action or to the budget, provided that they do not call into question 
the decision to award the grant or the equal treatment. between applicants and: 

• that they relate to aspects clearly identified by the evaluation committee; 
• or that they aim to take into account changes that have occurred since the date 

of receipt of the project. 
 
In addition, this phase makes it possible to specify, verify consistency and standardize all the 
project documents that will be annexed to the grant contract: the action plan, the logical 
framework, the timetable, the budget, etc. and also to confirm the management capacities of 
the Project Leader. 
 
In this regard, it is advisable to keep a record of the exchanges with the applicants. 
 
Any other modification of the successful applicant's proposal or negotiation regarding 
that proposal is prohibited. 
  
Preparation and signature of the grant contract 
When preparing the grant contract for each beneficiary appearing on the final list, sequa must 
follow the following steps: 
 
1. Prepare a general information file for all the grant contracts to be concluded following the 

call for projects, according to the following structure: 
• explicative note; 
• copy of the Call for Projects Regulations, the opening report and the administrative 

verification of projects, the evaluation report, the list of grants to be awarded, the award 
decision and other relevant information.  

 
2. Prepare a file for each grant contract to be concluded following the call for projects, 

according to the following structure: 
• Two copies of the specific parts of the proposed contract, drawn up on the basis of the 

standard grant contract; 
• The standard annexes of the contract relating to the general conditions, to the 

procurement procedures and, where applicable, the models to be used by the 
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beneficiary (for example, for technical and financial reports) which must be reproduced 
without modification in each grant contract; 

• The description of the action; 
• The specific conditions and the budget for the action, which must be completed by 

sequa. 
 
The budget for the action proposed by the beneficiary during the call for projects must, before 
signing the contract, be corrected to remove any arithmetic error and any ineligible cost that 
may be there. The description of the action is corrected accordingly, if necessary. Other minor 
clarifications or corrections may be made to the description of the action or to the budget, 
insofar as they relate to aspects clearly identified by the evaluation committee and do not call 
into question the award decision of the grant or equal treatment between applicants and: 

• relate to aspects clearly identified by the evaluation committee;  
• aim to take into account changes that have occurred since the date of receipt of the 

proposal. 
 
These modifications may not result in an increase in the amount of the grant or the 
percentage of co-financing set by the evaluation committee. 
 
Any other modification of the beneficiary's proposal or negotiation with him is 
prohibited. 
 

• Date and sign all copies of the contract and initial the pages of the special conditions. 
• Send the two signed copies of each contract to the beneficiary concerned, who must 

date and countersign a copy within 30 days of their receipt and return it to sequa 
accompanied by a request for payment and any financial guarantee required within the 
contract. 

• Upon receipt of the signed copy sent by the beneficiary, check that it conforms strictly 
to those initially sent. 

 

7.8 Cancelation of the award procedure  
sequa may, until the contract is signed, cancel the grant award procedure, without the 
applicants being able to claim any compensation. 
 
Cancellation can occur in the following cases: 

• When the call for projects is unsuccessful, that is to say that there were no requests 
meeting the administrative formal requirements and meeting the eligibility criteria of the 
call for projects. 

• When exceptional circumstances or force majeure make the normal execution of the 
project impossible; 

• When there have been procedural irregularities ;  
  
In the event of cancellation of a procedure, all applicants are notified in writing, as soon as 
possible, of the reasons for the cancellation. After the procedure has been cancelled, sequa 
can decide to either launch a new call for proposals or not to enter into any contract. In any 
event, the final decision rests with sequa. sequa will under no circumstances be required to 
pay any compensation due to the cancellation of a call for projects. 

8. Complaints and appeals 
8.1 Complaints 
If an applicant considers himself aggrieved by an error or irregularity committed within the 
framework of a call for projects procedure, he refers it directly to sequa. sequa must respond 
within 30 days from the date of receipt of the complaint. 
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8.2 Whistleblower  
Whatever the situation observed in connection with the actions described in this section, any 
sequa employee, any applicant, any beneficiary and any implementing partner of a grant has 
the option of making a report to the initiator referent of the grant. 'sequa alert at the following 
coordinates:  Ombudspoint 

PRO HONORE e.V. 
c/o HUTH DIETRICH HAHN 
Neuer Jungfernstieg 17 
D-20354 Hamburg 
Tel.: +49 (0)40 41 52 51 72 
Fax: +49 (0)40 41 52 51 11 
E-Mail: info@pro-honore.de 
Contact Point: Dr. Malte Passarge 

 


