COST Vademecum (Part B) — Grant System

4.10. How to Submit a STSM Application
4.10.1. Registration by the applicant

The Applicant must use the on-line registration tool to register their request for an STSM
(see https://e-services.cost.eu/stsm). The following information has to be encoded with the
registration:

1. the Action number;

2. the title of the planned STSM,;

3. the start and end date;

4. the applicant's details, including key academic details and workplan;
5. the applicant’s bank details;

6. the host institution’s ;

7. financial data (amount for travel and subsistence).

4.10.2. Formal STSM application and annexes

After encoding the information via the on-line registration tool will issue a formal STSM
application (see 4.12) which has to be downloaded and sent by the applicant electronically
(by e-mail as attachment) together with any necessary document which the Applicant may
regard as helpful in supporting the application at the evaluation process (such as CV, full
workplan, list of publications, motivation letter, letter of support from the home institute etc.)
to:

« the future Host institution of the STSM;

* the MC Chair or the STSM coordinator.

4.10.3. Assessment of the STSM

The MC Chair or the STSM coordinator will arrange the assessment of the STSM.

4.10.4. Approval from the Management Committee

The MC Chair or the STSM coordinator informs the Grant Holder that the proposed STSM
has been approved in the form of an e-mail stating:

"Subject: STSM Reference number, COST Action number, grantees hame

On behalf of the Management Committee of the above COST Action | would like to inform
you after evaluation that:

a) the attached request for an STSM has been approved and;
b) a grant of EUR x has been recommended and;
¢) the host institute accepted the proposal.”
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4.10.5. The Grant letter (see 4.13 - sample)

The Grant Holder will send to the Applicant a Grant letter in which he/she is informed about:

a) the approval of the STSM and;
b) the level of the financial grant given.

The Applicant has to return this Grant letter, after accepting the grant with his/her signature.

4.11. After the STSM
4.11.1. STSM Scientific Report

After completion of the STSM the grantee is required to submit to the host institution and MC
Chair (or the STSM coordinator) a short scientific report on the visit within 4 weeks after
his/her stay.

It should contain the following information:

* purpose of the STSM;

« description of the work carried out during the STSM,;

« description of the main results obtained;

« future collaboration with host institution (if applicable);

« foreseen publications/articles resulting or to result from the STSM (if applicable);
« confirmation by the host institution of the successful execution of the STSM,;

* other comments (if any).

4.11.2. Approval and payment

The MC Chair or the STSM coordinator is responsible for:
« approving the scientific report

« informing the Grant Holder that the STSM has been successfully accomplished and that the
grant can be paid.

The e-mail should include the scientific report and state:
"Subject: STSM Reference number, COST Action number, grantee's name

On behalf of the Management Committee of the above COST Action | would like to inform
you that:
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1) The above STSM has been completed from <Start date> to <End date>
2) The scientific report has been approved by the MC and Host.
3) The amount of EUR X can be paid"

After reception of the approval mail and the scientific report, the Grant Holder will execute the
payment of the fixed grant directly to the grantee or the host institution as requested in the
application.

v25/05/2010 Page 32 /46



COST Vademecum (Part B) — Grant System

4.12. Sample Application Form

(document produced by the on-line tool available on the COST website)

COST STSM Application Form
ScoskE

T be sent by the applicant as attachment by e-mail temether with all the documents he'she would like to submit to suppaort the
application (full CV, detailed work plan, motivation, etc.) to the

* Host (who will send his agreement to host the applicant o the MC Chair)

* M Chair for evaluation and approval

COST Office

Scicnee Officer: Newe of Science Officer
Telephone nr, e-mail adidress

COST MC Chair: Name, e-mail address

COST STSM Reference Number: COST-STSM-999-111
Periad: /o200 1o w0/ 200x%
COST Action: 999

STSM Applicant: Name, Ovganrisaiion Name, Ciin(G
e=-manl addresy
STSM Topic: Name of the Topic

Aridus ¢ lasso venidhai af fonge: tum denique de tribus unnm fetibus arborels
profes Nepiunjgeuising b} A TN e cupidine pomi decling cursas aurumgue voluhife ol
praeierii | !@ I (i plausy.

T

Work Plan Summ

flia moram celeri
promi facin remoraia secimdi consequitie transitgue virum, paes wlifma cursus resiabal: mme inguit ©
ades, dea maneris auctor’ inguee dotus campd, guo tarding o redivet.

1 requeest the approval of a COST Short Term Scientific Mission as described above

Applicant
Name of applican Dhate
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4.13. Sample Grant letter

(document produced by the on-line tool available on the COST website)

Name
Invstitution, City, Country
e-mail address

Reference Short Term Scientific Mission, COST Action Action Mr

Beneficiany: Narme, Institution, City. Country
Host Marme, Institution, City, Couwntry
Period from Start Date to End Date Place: City (Country)

Reference code: COST-STSM-ECOST-ActionMr-Date- 000000

Dear Ms Maria CATARINA CAMPOS,

With reference to your application for a Short Term Scientific Mission within the COST sclentific programme on Actlon Name,
we are pleased 1o notify you that the Management Committes of the
COST Action ActionNr has ewarded a grant amounting to the fixed sum of EUR X to:

Account Holder: Name
Address, City

Counltry
IBAM Nr
Swift Nr

for the abowe STSM.
Your are reguested to inform the us whether yoy #fte ACDE 5 , 3 e copy of this letter and return i to us at the

address below, and retain the second copy i mission at the foreseen lime and inform us about any
change in advance of the mission
Mo later than 4 weeks after com SIOR. g mEntific report together with the host report to the Chair or the member of

po reparts should alse be sent directly o us in order o be eligible for

reimbursement

Yours sincerety,
Tester E-COST
on behalf of COST Office

Grant Holder of the COST Action ActioNr

| read the rules for the execution of the COST Short Term Scientific Missions and | accept this affer,

Scientist name: Name

Signature R R o7

11
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