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1. INTRODUCTION 

 
This document describes the Grant Awarding process as implemented in e-COST, from the moment 
an applicant submits an application for approval by the Grant Awarding Coordinator to the payment 
and recording of the amount paid by the Grant Holder Manager (GHM) to the grantee.  
It covers the following grants:  
 

Category Grant type 

Mobility of Researchers and 
Innovators  

• Short-term Scientific Mission (STSM) 

• Virtual Mobility (VM)   

Presentations at Conferences 
organised by Third Parties  

• Young Researcher and Innovator Conference 

• Inclusiveness Target Countries Conference 

• Dissemination Conference  

Virtual Networking Support  • Virtual Networking Support (VNS) 

 
For details concerning these grants please see the Annotated Rules for COST Actions, (COST 
094/21; https://www.cost.eu/Annotated_Rules_for_COST_Actions_C). 

 

1.1. Key players  

Grant Applicant 

The Grant applicant is a person applying for one or more of the above-mentioned grants. They need to 
have an e-COST account created before being able to apply for a grant.  
Their eligibility for a specific grant depends on the primary affiliation registered in their e-COST profile 
and is detailed in the Annotated Rules for COST Actions. 
Young Researcher and Innovator Conference and Inclusiveness Target Countries Conference grants 
are displayed in e-COST only to applicants fulfilling the respective eligibility criteria.  
  

Grant Awarding Coordinator 

The Grant Awarding Coordinator is the person appointed by the Action Management Committee (MC) 
charged to coordinate and approve on behalf of the Acton MC the awarding of all types of grants for 
supporting the mobility of Researchers and Innovators and the presentation at conferences organised 
by a third party (further details are provided in the Annotated Rules for COST Actions) 

 
Action Chair 
 
In the absence of a Grant Awarding Coordinator, the Action Chair acts as default Grant Awarding 
Coordinator on behalf of the Action Management Committee (MC) and consequently can, on behalf of 
the Action Management Committee (MC), approve/reject grant applications.  
 

Action Vice Chair 
 
The Action Vice Chair has access to the monitoring of Grant applications, can download applications 
supporting documentation and receives a copy of relevant notifications.  
 

Other Leadership Positions 
 
A holder of any other Leadership Position of the Action has access to the monitoring of Grant 
applications and can download applications supporting documentation.  
 

Grant Holder Manager 

The Grant Holder Manager (GHM) monitors the incoming approved grant applications, determines the 
Grant amount in accordance with the request, but also with the budget available, sends the successful 

https://www.cost.eu/Annotated_Rules_for_COST_Actions_C
https://www.cost.eu/Annotated_Rules_for_COST_Actions_C
https://www.cost.eu/Annotated_Rules_for_COST_Actions_C
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applicants their Grant Letter, reviews the validity of supporting documents and ensures that grants are 
paid within the deadline for payment. 
In the absence of a Grant Awarding Coordinator, the Grant Holder Manager can on behalf of the Action 
Management Committee (MC) approve/reject grant applications.  
 

1.2. Templates for grant application and reporting 

Grant type Templates (Application, Report) 

Short-term Scientific 
Mission (STSM) 

https://www.cost.eu/STSM_GrantApplication 
http://www.cost.eu/STSM_report_template 

Virtual Mobility (VM)   https://www.cost.eu/VM_GrantApplication 
https://www.cost.eu/VM_Report 

Young Researcher 
and Innovator 
Conference 

https://www.cost.eu/YRICG-application-template  
https://www.cost.eu/YRICG-report-template 

Inclusiveness Target 
Countries Conference 

https://www.cost.eu/ITCG-application-template  
https://www.cost.eu/ITCG-report-template  

Dissemination 
Conference 

https://www.cost.eu/DisseminationConference_GrantApplication 
https://www.cost.eu/DisseminationConference_Report 

Virtual Networking 
Support (VNS) 

https://www.cost.eu/VNS_GrantApplication 
https://www.cost.eu/VNS_Report 

 
If documents like calls for grants or any other COST Action documents shall point to the templates listed 
above, it is strongly recommended to use the links provided, as they remain valid, even if those 
templates would be updated by the COST Association.  
 

2. PROCESS OVERVIEW 

2.1. Applicant creates a Grant Application   

The applicant encodes a grant application by logging into e-COST and clicking first on ‘COST Actions’ 
and then on the ‘My Grant Applications’ tab (left side of the screen).  
 
To encode a new application, the applicant clicks on ‘Apply for grant’. 
 

 

 
 

https://www.cost.eu/STSM_GrantApplication
http://www.cost.eu/STSM_report_template
https://www.cost.eu/VM_GrantApplication
https://www.cost.eu/VM_Report
https://www.cost.eu/YRICG-application-template
https://www.cost.eu/YRICG-report-template
https://www.cost.eu/ITCG-application-template
https://www.cost.eu/ITCG-report-template
https://www.cost.eu/DisseminationConference_GrantApplication
https://www.cost.eu/DisseminationConference_Report
https://www.cost.eu/VNS_GrantApplication
https://www.cost.eu/VNS_Report
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The applicant can select the grant type from the page ‘Apply for new Grant’: 

 

 
 
Depending on their primary affiliation and/or their birth year the applicant may or may not see the option 
to apply for an Inclusiveness Target Countries Conference and/or a Young Researcher and Innovator 
Conference grant. 
 
For each type of grant an application form will contain different sections, some are pre-filled by e-COST 
such as Applicant name or Primary Affiliation, others are mandatory to be filled.  
 
One of the fields will request the applicant to select the COST Action to which they want to apply for a 
grant. Only COST Actions with an active Action Grant Period will be shown. 
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2.1.1. SHORT TERM SCIENTIFIC MISSION (STSM) – APPLICATION 

PAGE 
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2.1.2. VIRTUAL MOBILITY - APPLICATION PAGE 
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2.1.3. YOUNG RESEARCHER AND INNOVATOR CONFERENCE – 

APPLICATION PAGE 
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2.1.4. ITC CONFERENCE – APPLICATION PAGE 
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2.1.5. DISSEMINATION CONFERENCE – APPLICATION PAGE 
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2.1.6. VIRTUAL NETWORKING SUPPORT - APPLICATION PAGE 

 
 
 
 
After encoding the Grant application form, the applicant also needs to upload the completed Grant 
Application. The Grant Application template can be downloaded from the ‘Supporting documents’ 
page. 
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The applicant will need to upload further supporting documentation for each type of grant:  
 

STSM – supporting documentation 
▪ STSM Grant Application (based on e-COST template) 
▪ Confirmation of the host on the agreement from the host institution in receiving the applicant 
▪ Other documents required by the Action  

 
Virtual Networking Support – supporting documentation 

▪ Virtual Networking Support Grant Application (based on e-COST template) 
▪ Other documents required by the Action  

 
Young Researcher and Innovator Conference – supporting documentation 

▪ YRI Conference Grant Application (based on e-COST template) 
▪ Copy of the abstract of the accepted oral or poster presentation 
▪ Acceptance (or invitation) letter from the conference organisers 
▪ Other documents required by the Action 

 
ITC Conference – supporting documentation 

▪ ITC Conference Grant Application (based on e-COST template) 
▪ Copy of the abstract of the accepted oral presentation 
▪ Acceptance (or invitation) letter from the conference organisers 
▪ Other documents required by the Action 

 
Dissemination Conference – supporting documentation 

▪ Dissemination conference Grant Application (based on e-COST template) 
▪ Copy of the abstract of the accepted oral presentation  
▪ Acceptance (or invitation) letter from the conference organisers 
▪ Other documents required by the Action 

 
Virtual Mobility – supporting documentation 

▪ Virtual Mobility Grant Application (based on e-COST template) 
▪ Other documents required by the Action  

 
After adding the supporting document(s), the applicant can submit the grant application.  

 

The applicant will be shown an overview of their application, where they still have to confirm that they 

want to submit the application. If needed, the applicant will be able to revise the application by choosing 

the “Options” button. This is possible only prior to approval.  

On that page the applicant can see also the ‘Applicant’s grant history’, with the magnifying glass 

providing further details. The same information will be provided to relevant actors in the Grant Awarding 

process of the COST Action, to which the application has been filed. 
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With submission the application status will change from ‘Draft’ to ‘Submitted’.  
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2.1.7. OVERLAPPING GRANT APPLICATIONS AND APPLICANT’S 

GRANT HISTORY 

2.1.7.1. Grant application overlaps with another submitted application but Not 

Approved 

A warning message will be displayed, if the application overlaps* (either partially or entirely) with another 

submitted but not approved grant application(s) during the same period. Whether the application is 

within the same Action or across different COST Actions, e-COST will still allow the submission of the 

grant application.  

* It applies to the combination of all type of grants to the exception of Virtual Networking Support grant (this grant type can be 

combined with other type of grants simultaneously). 

In case that one of those submitted applications gets approved, the approval of the other applications 

will be blocked.  

It is recommended that an applicant, who has submitted overlapping grant applications, out of which 

one has been approved, deletes the other grant applications.  
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2.1.7.2. Grant application overlaps with another Approved grant application 

A warning message will be displayed, if the application overlaps* (either partially or entirely) with another 

approved grant application, during the same period. e-COST will not allow the draft grant application to 

be submitted for approval. 

* It applies to the combination of all type of grants to the exception of Virtual Networking Support grant (this grant type can be 

combined with other type of grants simultaneously). 

 

2.1.7.3. Grant application overlaps with an invitation to a COST event 

When submitting a grant application, an information message will be displayed, if the application 

overlaps* (either partially or entirely) with an accepted invitation with reimbursement to a COST event 

(meeting or training school), whether within the same Action or across different COST activities: 

• e-COST will not allow submission of the grant application if the selected grant type is a 

Conference grant: Young Researcher and Innovator Conference, Inclusiveness Target 

Countries or Dissemination Conference grant. 

 

• e-COST will allow submission of the grant application but will display a warning message, if the 

selected grant type is a Mobility grant: Short-term Scientific Mission (STSM) or Virtual Mobility 

(VM). 

Conference grant application overlaps with an accepted invitation to a COST event: 
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Mobility grant application overlaps with an accepted invitation to a COST event: 

 

2.1.7.4. Applicant’s grant history 

The applicant as well as other actors of the Grant Awarding process can see the ‘Applicant’s grant 

history’: the number of grants submitted during the current Grant Period as well as the total number of 

grants awarded across all Grant Periods (either ended or active). 

The magnifying glass also provides the list of grant applications as well as other details such as the 

Action code, the type of grant and the grant period within which the application was submitted.  
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2.2. Approval /rejection of the application on behalf of the MC  

As soon as the Grant application is submitted, the Grant Awarding Coordinator is notified. The applicant, 

Action Chair and Vice Chair also receive a copy of the notification. 

Alternatively, the status of the applications can be consulted via the Grant Applications Monitoring.  

 
 

  
 

The Grant Awarding Coordinator will be able to review, edit the application amount and/or dates and 

approve/reject the Grant application on behalf of the MC. In case of rejection, a justification needs to 

be encoded. The justification will be included in the e-notification to the applicant.  

The Grant Awarding Coordinator will also be able to view the applicant’s grant history. 
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Upon approval, the Grant application status will change from ‘Submitted’ to ‘Pre-Approved’. 

 

In case that an applicant deletes their submitted, yet not approved grant application, the Grant Awarding 

Coordinator will be informed by an email about this deletion. 

It is recommended that an applicant, who has submitted overlapping grant applications, out of which 

one has been approved, deletes the other grant applications.  

 

  



 

 
 20 

2.3. The GH Manager reviews the application and sends the 
Grant Letter 

As soon as the Grant Awarding Coordinator approved the Grant application, the GH Manager is notified 

and asked to review the validity of the application supporting documents and send the Grant Letter to 

the applicant. The Action Chair and Vice Chair also receive a copy of the e-notification. 
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If needed, the GH Manager can edit the grant amount and/or grant dates before sending the Grant 

Letter. 

 

Upon sending of the grant letter, the status of the Grant application will change from ‘Pre-Approved’ to 

‘Grant letter sent’. 

 

The grant letter notification is sent to the applicant. The GH Manager and the Grant Awarding 

Coordinator will be in copy of the notification. 
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The Grant Letter outlines the rights and duties of the grantee and of the Grant Holder. 
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After the grant letter is sent and before the applicant submits the report and other supporting 

documents for approval, the GH Manager can still edit the grant amount and/or grant dates and re-

send the updated Grant Letter to the applicant.  
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2.4. Grantee uploads the report and Grant Awarding Coordinator 
approves. 

1 day and 10 days after the end of the grant, the grantee receives a reminder to upload the report.  

The deadline to submit the report is 30 days from the end of the activity, within 15 days from the end 

date of the Grant Period or within a shorter timeframe as per Grant Holder/ Grant Awarding 

Coordinator’s request to meet reporting deadlines.  

The grantee receives an e-notification to submit the report and other supporting documents on e-

COST, the GH Manager and the Grant Awarding Coordinator will be in copy of the notification. 

 

 

The grantee must download the report template, complete it, upload it along with other required 

supporting documents (if applicable) and submit it in e-COST. For each type of grant the following 

documentation must be uploaded: 

Short-term Scientific Mission (STSM) – supporting documentation 

▪ Report template 

Virtual Mobility (VM) – supporting documentation 

▪ Report template 

Young Researcher and Innovator Conference 

▪ Report template 

▪ Certificate of attendance 

▪ Programme of the conference or book of abstracts / proceedings indicating the presentation 

(oral or poster)  

▪ Copy of the given presentation (oral or poster) 

 
ITC Conference – supporting documentation 

▪ Report template 

▪ Certificate of attendance 

▪ Programme of the conference or book of abstracts / proceedings indicating the oral presentation   

▪ Copy of the given oral presentation 

Dissemination Conference – supporting documentation 

▪ Report template 

▪ Certificate of attendance 

▪ Programme of the conference or book of abstracts / proceedings indicating the oral presentation 

▪ Copy of the given oral presentation 

Virtual Networking Support – supporting documentation 

▪ Report template 
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The status of the application changes from “Grant letter” sent to “Report submitted”. 

 

 

Upon submission of the grant report, an e-notification is sent to the Grant Awarding Coordinator and a 

copy to the grantee, Action Chair and Vice Chair. 
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2.5. Grant Awarding Coordinator approves/rejects the report 

The Grant Awarding Coordinator is notified when the grantee submitted the report and must verify the 

validity and content of the report and other supporting documents by clicking the link provided in the 

notification. Alternatively, the report can be accessed from the Monitoring Grant Applications. 

 

After review of the report by the procedures agreed by the MC, the Grant Awarding Coordinator needs 
to encode its approval or rejection on behalf of the MC.  
 

 
 

If rejected, a justification is required and its content will be included in the e-notification to the grantee, 
who is asked to revise and re-submit the report. In this case, the status of the application goes back to 
“Grant letter sent”. The grantee will be able to delete any incorrect or incomplete files submitted at the 
reporting stage, however other information such as the application details, cannot be modified at this 
stage by the applicant.  
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If the Grant Awarding Coordinator approves the report, the application status changes to Report 
Approved and the GH Manager is notified that the grant can be paid. The applicant, Action Chair and 
Vice Chair receive a copy of the e-notification. 

 

 

 
 

2.6. The GH Manager reviews the supporting documents and 
makes the payment of the Grant 

Once the Grant Awarding Coordinator approves the report, the GH Manager can review the validity of 
the supporting documents and record the grant payment.  
 
If needed, the GH Manager can send back the grant to the applicant via the ‘Reject report’ option.  
If rejected, a justification is required and its content will be included in the e-notification sent to the 
applicant, who is asked to revise the supporting documents and re-submit. In this case, the status of 
the application goes back to “Grant letter sent”. The grantee will be able to delete any incorrect or 
incomplete files submitted at the reporting stage, however other application information such as the 
grant dates or grant amount, cannot be modified at this stage.  
 

If changes to the grant application are required, the GH Manager can “Cancel” the grant. If cancelled, a 

justification is required and its content will be included in the e-notification sent to the applicant. The 

status of the application goes back to ‘Draft’. If needed, the applicant can edit the grant application 

information, delete and/or upload new files and re-start the process by submitting the application for 

approval to the Grant Awarding Coordinator.  

 
 
Once the GH financial and accounting department has processed the grant transfer, the GH Manager 
can access the Grants page by following the link in the e-notification, where grant payments can be 
recorded. 
 
 
The GH Manager can download an excel list of grants via the Export all applications. This list contains 
the necessary information for the GH financial and accounting department to process the grant 
transfer. 
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Once the payment is recorded, the applicant will be notified of the bank transfer, and a copy of the 
notification will be sent to the GH Manager. 
 
 

 
 

 


