Appendix 1: Detailed Training Content

Hereafter is the detail of the training programme based on our own experience and the needs highlighted in the terms of reference of the call for tender. 

Day 1: European Research programmes overview - specific focus on FP7 opportunities
9:00 till 17:00 – 1 hour lunch (7 hours + 1)

Registration from 8:30
	Time
	Topic
	Content

	60 min 

9:00 – 10:00

 
	Opening + Group introduction 

	60 min 
10:00 – 11:00
	FP7 the basics
	Background policies, key terminologies, budgets, duration, instruments, core mechanisms

	20 min
	Coffee break
	

	90 min 
11:20 – 12:50
	FP7 Holistic tour
	Understanding how to exploit FP7 for your organisation

	12:50 – 13:50
	Lunch
	

	60 min 

13:50 – 14:50
	Horizon scanning –Upcoming calls 
	Interactive session on identifying concrete opportunities 

Understanding the key steps before submission and timeframe 

	60 min 

14:50 – 15:50
	Work Programme Examination
	Examination of work programmes with open / upcoming calls; 

Examination of the rest of the Information Package: 

Call for proposal. 

Call Fiche. 

Guide for applicants. 

Financial Rules. 

Rules for participation. 

	20 min
	Coffee break
	

	40 min 

16:10 – 16:50
	Cordis 
	Live demonstration of the Cordis website; how to find relevant information (calls, project searches, support, etc.)

	30 min 

16:50 – 17:00
	Q&A
	


Total: 380 minutes + 2* 20’ break + 1 hour lunch

Day 2: Early steps in preparing a strong RTD proposal

9:00 till 17:00 – 1 hour lunch (7 hours + 1)

Registration from 8:30

	Time
	Topic
	Content

	120 min 

9:00 – 11:00
	Generating Ideas and Formulating Winning Concepts 
	What is a winning concept;

Using tools to generate concepts;

Practical examples and analysis. 

	20 min
	Coffee break
	

	60 min 

11:20 – 12:20
	Building your Consortium 
	Building a balanced consortium – practical example;

Finding partners and gaining access to key Industry Collaboration;

Services available to researchers and Contact points. 

Cradle to grave – supply chain

International cooperation 

Specify and identify skills (partner search) 

Practical exercises.

	12:20 – 13:20
	Lunch
	

	90 min 
13:20 – 14:50
	Part A: Administrative & financial information
	Overview 

Budget calculation
Practical exercises.



	20 min
	Coffee break
	

	90 min 

15:10 – 16:40
	Planning the writing process
	Key stages and how long to plan for them.

Practical exercises.

	20 min 

16:40 – 17:00
	Questions / Discussion


Total: 380 minutes + 2* 20’ break + 1 hour lunch

Day 3: Writing a winning FP7 RTD proposal

9:00 till 17:00 – 1 hour lunch (7 hours + 1)

Registration from 8:30

	Time
	Topic
	Content

	120 min 

9:00 – 11:00
	The Scientific & Technical quality


	Objectives and Expected Impact;

Scientific and technological objectives and approach; 

The international state of the art (SOA) and advances beyond the SOA;

The contribution to objectives of the work programme of the specific instrument;

Implementation Plan (including WP) and Associated Budget;

Deliverables & Milestones: differentiating them, ensuring they are SMART

Implementation plan for the whole duration of the project and integration (including Person-month effort calculation);

Practical exercises.



	20 min
	Coffee break
	

	90 min 

11:20 – 12:50
	Implementation


	The role of the participants, their specific skills and complementarity;

The resources (human and material) to be deployed;

The overall financial plan for the project;

Integration of the resources and the achievement of critical mass;

Involvement and implementation of SMEs; 

Management organisation and decision-making structures of the project;

Experience of management team;

Management-level justification for the resources and budget;

Practical exercises.



	12:50 – 13:50
	Lunch
	

	90 min 

13:50 – 15:20
	Impact


	Potential socio-economic impact assessment;

Management and protection of knowledge and of intellectual property; 

Innovation-related activities to be carried out; 

Exploitation of results;

Dissemination of knowledge beyond the consortium;

Practical exercises.

	20 min
	Coffee break
	

	20 min 

15:40 – 16:00
	Other considerations 
	Ethical Issues;

Consideration of gender aspects.

	45 min 

16:00 – 16:45
	Proposal Evaluation Process 


	Overview of Proposal Submission and Evaluation process;

EPSS Electronic online Proposal preparation and Submission System (Coordinator login / Partner login)

Common failings and how to avoid them;

Practical exercises.



	15 min 

16:45 – 17:00
	Questions / Discussion


Total: 380 minutes + 2* 20 min breaks + 1 hour lunch

Day 4 FP7 Project Management 1/2

9:00 till 17:00 – 1 hour lunch (7 hours + 1)

Registration from 8:30

	Time
	Topic
	Content

	30 min 

9:00 – 9:30
	The role of the coordinator
	Technical and Administrative leader – overview of responsibilities

	90 min 

9:30 – 11:00
	Negotiation process


	Pitfalls and best practice to run smooth negotiations of the Grant Agreement.

The Grant Agreement Preparation Forms GPFs and the Model of Grant Agreement.



	20 min
	Coffee break
	

	90 min 

11:20 – 12:50
	Intellectual Property Rights
	Key Terms

Benefits of Control vs. Ownership

IPR Differences between R4S, R4A and STREP projects

Practical exercises.



	12:50 – 13:50
	Lunch
	

	90 min 

13:50 – 15:20
	Consortium Agreement
	Key Terms

Building a strong consortium agreement

The templates and dos & donts



	20 min
	Coffee break
	

	80 min 

15:40 – 17:00
	Technical Management


	Adjustment to Work Plan

Monitoring project progress  - Deliverables and milestones

Evaluation of project results




Total: 380 minutes +  2* 20 min breaks + 1 hour lunch


Day 5 FP7 Project Management 2/2

9:00 till 16:00 – 1 hour lunch (6 hours + 1)

Registration from 8:30
	Time
	Topic
	Content

	120 min 

9:00 – 11:00
	Consortium Management


	Organizational structure and procedures

Communication flow and decision making

Contingency Plan

Administrative Issues, including contract amendments 

Practical exercises

	20 min
	Coffee break
	

	90 min 

11:20 – 12:50
	Knowledge Management


	IPR – exploitation of research results – the concepts at stake

Dissemination Plan – awareness and communication plans

Scientific publication – avoid the pitfalls

Transfer of knowledge – what are your options 

Training – an misunderstood and misused concept

Practical exercises.

	12:50 – 13:50
	Lunch
	

	120 min 

13:50 – 15:50
	Reporting 
	Planning for reporting

The various reports (including financial reporting)

Periodic activity reports

Final activity report

Project Review – how to get prepared, what to expect

The Audits (Financial, technical, Technological and Ethical)



	10 min 

15:50 – 16:00
	Questions / Discussion


Total: 340 minutes +  1* 20 min break + 1 hour lunch

Day 6 FP7 Ideation and Proposal Surgeries 

9:00 till 17:00 – 1 hour lunch (7 hours + 1)

Registration from 8:30

	Time
	Topic
	Content

	60 min 

9:00 – 10:00
	Case Studies 


	Successful FP5, 6 & 7 projects

Concrete examples of how other SMEs have participated in FP projects

Discussions 

	20 min
	Coffee break
	

	50 min 

10:20 – 11:10 
	Ideation
	Exercise: Generating FP7 project ideas through a structured approach – The Logic Train

	260 min 

11:10 – 15:30
	Surgeries


	for all participants appointments to be made for a 20 min surgery discussion on individual prospects for FP7 participation (this session delivered by two facilitators simultaneously; therefore the whole surgery session will last 260 min or 4 hours and 20 min overall, including 1 hour of working lunch)

	20 min
	Coffee break
	

	60 min 

15:50 – 16:50
	Looking forward 
	Debrief the whole training period

Discuss the next steps

	10 min 

16:50 – 17:00
	Questions / Discussion


Total: 380 minutes +  2* 20 min breaks + 1 hour lunch

Session 1 - Targeting opportunities, Proposal detection, early stage of the proposal preparation 








Session 2 – Submitting an FP7 proposal & negotiating the contract with the EC





Session 3 – Project Management and first steps towards the Mentoring








