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Local Organiser Support (LOS) 

1.1. Process flow 

This document describes the process of creating an LOS grant which is started by the Action stakeholder. 
It is necessary to separate the process in 2 parts: one describes the step to be performed before the meeting 
and another  the steps to be performed after the meeting. 
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1.2. Process overview 

1.2.1 The Grant Holder (GH) encodeds the Local Organiser’s details  

 
      The GH encodes the details of the Local Organiser (LO) either by manually entering them or by using the 

Look- up button. The GH ticks the box “The LO will apply for a support grant” . If the GH wishes to cancel the 

LOS and remove the entire data at any point in time, the GH can simply un-tick the box “The LO will apply for 

a support grant”. 

 
Figure 1: 

 

 
 

1.2.2 The GH requests the MC pre-approval based on an estimated number of participants 

and grant amount  

 
The GH: 

a) enters the estimated number of participants. The final number will be confirmed after the event. 

b) chooses one of the two payments method,  

If the GH selects option 1 (flat rate), then the amount of the grant is automatically calculated and up to a  

maximum of EUR 5 000.  

If the GH selects option 2, then the GH manually enters an amount in euro up to EUR 10.000. 

The LO will have the opportunity to confirm the payment method after the event. 

c) requests the MC approval.  

An email notification with a link to the LOS is sent via e-cost to the MC Chair or Vice-Chair (the latter in cases 

when the LO is also the chair). 
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Figure 2: 

 
 

1.2.3 The MC Chair/Vice-chair approves or rejects  the LOS application 

 
The MC chair/ vice-chair can approve or reject the application by clicking on the link in the e- 

notification received after the GH entered all details of the LOS. 
 

a) If the application is approved, the LO will receive the grant notification as pdf attachment (Figure 4)   
b) If the application is rejected, the GH will receive a notification with the MC Chair/Vice-Chair’s 

comments and will be able to resubmit the LOS application for pre-approval. 
 

Figure 3:  
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Figure 4 - The Grant Notification letter that the LO receives once the Mc approves the LOS 
 

 
 
 

1.2.1. Completion of the LOS claim by the LO after the event 

After the event has taken place, the LO will receive 2 reminders 1 day and 25 days after the event, as in 

figure 5 below. 

Figure 5 
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In order to be able to submit an LOS claim, the LO must complete the following steps:  

 

a) enter the bank details of his/her institute, as in figure 6 below. If the bank details of the institute are 
already in the system, they will be available in the drop-down list. 
 
Figure 6 

 
 

b) complete the actual number of participants and confirm the preferred method of reimbursement, as in 
figure 7 below. The LO can change the initial method of reimbursement, as well as the amount. 
the example below shows that the LO decided to request 4.500 EUR instead of the pre-approved 
amount of 3.500€. 
 
 
Figure 7 
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c) enter the expense breakdown, as in figure 8 below, 
 
Figure 8 
 

 
  

 

d) upload the invoices, as in figure 9 below. 

e) submit his/her request to the GH. An email notification with a link to the LOS is sent via e-cost to the 
GH, as in figure 9 below. 

 
Figure 9 
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1.2.2. The GH checks and completes the LOS claim 

     The GH  receives the notification that the LO has encoded the LOS grant and that (s)he needs to check 

and complete the LOS, as in figure 10 below. 
 
Figure 10 

 

 

The GH must: 

a) verify that the the actual number of participants entered by the LO corresponds to the attendance 
list, 

b) upload the attendance list of the event, as in figure 11 below 

c) request MC post-approval. 
 

Figure 11 
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If the LO submitted his/her claim after the 30 day deadline, the GH has the option to reject the LOS. This 
rejection effectively cancels the LOS, as in Figure 12 below. 

 
Figure 12 
 

 
 
 

1.2.6  the MC Chair/Vice-Chair can approve or request more information on the LOS 

application  

The MC chair/ vice-chair can approve or request additional information about the application by 

clicking on the link in the e-notification received after the GH finalised all steps related to the  

LOS. 
 
Figure 13 
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Figure 14 

 

 
a) If the application is approved, the GH will receive a notification. The approval of the MC effectively 

finalises the payment in e-cost, as in Figure 15 below. 
 
Figure 15 
 

 
 

b) If the application is not approved and more information is required, the GH will receive a notification 
with the MC Chair/Vice-Chair’s comments and will be able to resubmit the LOS application for post-
approval. 

 
 

1.2.7 The GH can record the LOS payment 
Once the MC approves the final LOS application, the GH can find the application under ‘Claims’ and 

record the payment which triggers an email notification with the payment details to the LO.  

  
 Figure 16 

 



 

 11 

 


