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Annex J.1 
This document is addressed to all actors involved in the evaluation of the project applications within the framework of the ENI Joint Operational Programme Romania – Republic of Moldova 2014-2020 (Programme). It will be also used as a complementary material for training the relevant actors before initiating the assessment process as well as a reference tool during their work. There were taken into account the legal framework of the Programme. 
I. General rules

I.1 Actors involved, roles and responsibilities 

Joint Monitoring Committee (JMC) 
In the context of the evaluation process, the main task of the JMC is to decide on the evaluation criteria for the projects and to take the final decision on projects to be approved and amount granted to them. In addition, it appoints by name the voting and non-voting members of the Project Selection Committee (PSC) and approves the specific requirements for PSC voting members and assessors. The Joint Monitoring Committee approves the Evaluation Reports prepared after each evaluation stage and, in duly justified cases, thoroughly substantiated in its decision, may require a third independent assessor to perform supplementary evaluation. The JMC is not allowed to change the scores resulted following the evaluation.

Project Selection Committee (PSC)
 The PSC is responsible for organizing and supervising the entire evaluation and selection process, in the framework of the Programme. There is one PSC for each Call of Proposals opened (1st Call of Proposals HARD Projects; 2nd Call of Proposals SOFT Projects). The work of each PSC is regulated by the provisions of the JTS Project’s Evaluation and Selection Operational Procedure & Assessment Manual. A PSC has voting members from Romania, and from Republic of Moldova, a Secretary and a Coordinator. PSC Coordinator and Secretary will be proposed by JTS and approved by the MA. PSC voting members will be proposed in a JMC consultation and will be selected by the NA. The PSC members will be approved by JMC. Decisions within the PSC are taken by consensus.
Assessors 
Working under the supervision of the PSC Secretary, the assessors assist the PSC in a confidential, fair and equitable way in the evaluation of the proposals. The tasks of the assessors shall include assessment of the applications and attached documentation on the basis of evaluation criteria which are provided in the Guidelines applicable for the respective Call. There are two kinds of assessors in the Programme: internal and external. Employees of the JTS and Branch Offices shall act as the internal assessors. The external assessors shall be selected via a public tender under the Romanian law. Unless decided otherwise, the external assessors shall work remotely. They may also be invited to the PSC meetings. The external assessors must be free from conflict of interest and are deemed to work in a personal capacity. Therefore, in performing the work, they do not represent any organization and are expected to act impartially, in an independent, objective and confidential manner and apply the best of their abilities, professional skills and knowledge in accordance with the Guidelines applicable for the respective Call and the time-schedules provided by the PSC Secretary. The external assessors must strictly comply with the rules defined by the Programme for ensuring the impartiality and the confidentiality of the evaluation process. Therefore they: ( Must not discuss any proposal with others, including other experts or the MA/JTS/BO/NAs staff not directly involved in the evaluation of the proposals; ( Must not communicate with applicants and partners. This includes communications related to clarifications, the announcement of the results of each evaluation phase as well as dealing with any sort of requests for information and questions raised by the applicants; ( Must not disclose the names of other assessors participating in the evaluation; ( In case of work in the JTS premises, are not allowed to take outside the JTS premises any parts of project proposals and annexes either on paper or in electronic form; ( Must immediately inform the PSC Secretary if during the assessment she/he discovers being directly or indirectly connected with a proposal to be assessed. Assessors must be aware that failure to comply with these rules may result in exclusion from the immediate and future evaluation processes. 

Assessors are not allowed to communicate with the applicants or their partners. Copying from one evaluator’s grid to another is prohibited. Assessors found in this situation may be revoked by the Coordinator with the prior approval of the JMA/JMC.  

Assessors – internal and external - must use only the Evaluation grids provided by the Guidelines (see templates in Annexes J.1, J.2, J.3, J.4 and Annex 5 Eligibility Report NA).

Assessors shall act objectively and highly professional, their assessment must be substantiated and reference to the content of the application must be made with a view to justify the score awarded. Any qualitative appreciation i.e. “poor”, “adequate” etc. will be followed by the evaluator’s arguments and reference to the application content.

Managing Authority

The Managing Authority with the support of JTS and NAs prepares the documentation related to the calls for proposals, nominates the PSC coordinator, and takes measures for avoiding any double funding of project activities.  MA representatives may also participate as observers to the evaluation process, without decision rights. In this capacity, the MA may offer independent advice to PSC on the correctness and equity of the evaluation process, on the potential improvement of the procedures or on how to apply the Programme rules by PSC members and assessors. 

National Authorities

National Authorities (Ministry of Regional Development and Public Administration, Romania, and the State Chancellery, Republic of Moldova) support the MA in preparation of the evaluation and selection procedures, including the contract template, ensuring compliance with the national legislation, and support the PSC in performing the eligibility check.

Based on the assessment done by internal assessors, NAs check eligibility of the organizations from the country concerned and are the sole responsible for deciding upon the eligibility of an applicant or partner located on their national territory. 

The NAs are free to take all the necessary steps to get a substantiated opinion over any analysed case, including by consultation with other relevant national institutions, while keeping the confidentiality over the evaluation process, and taking measures to avoid any potential conflict of interest. They also support MA in undertaking any verification deemed necessary to avoid double founding of project activities, according to their tasks and responsibilities.
Observers

Under the condition that JMC is informed beforehand, MA, EC and EU Delegation to Republic of Moldova may participate to the evaluation process, as observers in order to enable a better synergy between bilateral and regional assistance provided to the country by the EU, on one hand, and assistance provided through the Programme, on the other hand. They do not have decision power and cannot express their point of view on the projects evaluated/under evaluation or on the PSCs decisions.

I.2. Communication with the Joint Monitoring Committee and the National Authorities during evaluation 
( 
Joint Monitoring Committee
The JMC has to approve the evaluation reports at the end of each step. In order to have access to the evaluation documents and also into EMS-ENI system, each JMC member must sign the Declaration of confidentiality and impartiality (Annex 3) and the Declaration regarding the conflict of interest (Annex 4).  
PSC secretary checks if declarations are duly filled in and signed. For the purpose of the evaluation process, only those who are not in a conflict of interest are referred to as JMC members.
The Evaluation Reports will be made available to the JMC members via the MA cloud. During the decision-making process, JMC members may have access into the EMS-ENI system, provided that their access is approved only by a written JMC decision. They are bound to secrecy and confidentiality concerning the evaluation related information and they will only have permission to visualise the information, without altering it in any way. 
The access for JMC members will be allowed / granted for one (1) week, at the end of Step 1, after the elaboration of the Evaluation Report for Step 1 and after the Evaluation Report is uploaded in EMS-ENI. During this period the JMC members are only allowed to download the Evaluation Report and the project proposals for reading purposes.

JMC decisions on the evaluation reports are to be taken, primarily, through written procedure. Provided that JMC consensus cannot be reached through the written procedure, PSC coordinator will submit to MA a request for organising an ad-hoc meeting of the JMC together with the justifications provided by the national delegation which raised objections to approving the respective Evaluation Report.

JMC members who will get access to EMS ENI through a JMA_EVLM account, will sign the Declaration regarding the access in the EMS ENI informatic system (Annex 11), 

For more details regarding the conditions for accessing the EMS-ENI, please see also section II.2.1. Opening session.
( 
National Authorities
The National Authorities have the responsibility to verify the eligibility of the entities located on their national territory and, to this purpose, they must fill in and sign an Eligibility Report per call/priority (for entities located in major economic, social and cultural centers, as they are not eligible for all the priorities of the respective call for proposals) for each entity. In order to have access to the evaluation documents, the person appointed by each NA to perform the eligibility check must sign the Declaration of confidentiality and impartiality (Annex 3) and the Declaration regarding the conflict of interest (Annex 4). Only those persons who are not in conflict of interest will be allowed to participate in the evaluation process and to visualize the documents to be evaluated. To this purpose, respective declarations shall be signed after duly checking the applicants and partners registered by PSC secretary in the call of proposals’ database.

PSC secretary checks if declarations are duly filled in and signed. For the purpose of the evaluation process, only those who are not in a conflict of interest are referred to as NAs.

The supporting documents provided by the entities participating in the call to prove their eligibility, as well as the preliminary Eligibility Reports drafted by PSC Secretary, will be available to the NAs via the MA cloud. To this purpose, the NAs must provide the MA administrator with a valid e-mail address where links to the documents to be visualised are sent.

After checking the eligibility, the NAs will fill in and sign each Eligibility Report. A scanned copy of each Eligibility Report must be forwarded to PSC Secretary by e-mail. The Eligibility Reports in original will be sent to PSC secretary until the end of the evaluation process, by courier, postal services or hand delivery, in order to be archived together with the Evaluation Report (step 1).
I.3 Principles applying to the evaluation and selection process 
Project selection procedures shall ensure that the principles of transparency, equal treatment, nondiscrimination, objectivity and fair competition are complied with. The projects shall be selected and awarded on the basis of pre-announced selection and award criteria defined in the Guidelines published for each Call. The selection criteria serve to assess the applicant's ability to complete the proposed action. The award criteria shall be used to assess the quality of the project's proposal against the set objectives and priorities. Any conflict of interest shall be avoided. The same rules and conditions shall be applied to all applicants. At the same time, the applicants shall be informed in writing about the evaluation results. If the grant requested is not awarded, the MA shall provide the reasons for the rejection of the application with reference to the selection and award criteria that are not met by the application. 
Actors involved in the evaluation declare to ensure the fulfillment of the following principles: 

· Confidentiality – the entire procedure, from drawing-up the Call of Proposals to the selection of successful applicants, is confidential. The PSC decisions are collective and its deliberations must remain secret. Therefore, all information made available to actors involved in the evaluation process is to be treated as strictly confidential and specifically no information on the proposals submitted or the results of the assessment may be made public to any other person than applicants. Under no circumstances may a member of the PSC or the assessor attempt to contact an applicant or partner on his/her own account, either during the evaluation process or afterwards. The names of the assessors are confidential. Any documents disclosed to the PSC participants, including evaluation reports, shall be used only for the purposes directly related to the works of the PSC. All the copies of proposals and evaluation documents should be archived under secure conditions at all times. Under no circumstances, the hard copies of the applications may leave the evaluation room. The PSC members are not allowed to take outside the building any parts of proposals, copies or notes, either on paper or in electronic form, relating to the evaluation. All information concerning the proposals will be securely stored there. The hard copy packages of the Application Forms will not be opened and will not be checked against the electronic version submitted in the EMS-ENI until contracting phase. The hard copy package will be used during evaluation process only if the EMS-ENI system is not working, and only in case a decision for using hard copy in evaluation will be made at the Programme’s level.
Any participant to the evaluation process shall immediately inform the Coordinator if during the evaluation she/he discovers being directly or indirectly connected with a proposal which she/he has been asked to evaluate and which impairs her/his impartiality. The Coordinator will take all necessary actions to remove the conflict of interests preventing her/him from participating in the evaluation process and will request replacement with her/his back-up, and they will sign a declaration of impartiality and confidentiality in this respect. The external assessors will be required to sign a declaration of impartiality and confidentiality that will include the obligation to delete all the documents to which they had access following the completion of their assignment; they may keep the documents they produced and that can prove their activity.  
Observers are required to respect the same confidentiality obligations as other members of the PSC. Members of the JMC are required to respect the same confidentiality obligations as other members of the PSC.
· Objectivity, impartiality, and equal treatment – all proposals have to be treated impartially on their merits, and similarly assessed, following an appraisal strictly based upon the information they contain against the rules set up by the Guidelines published for each Call, and irrespective of where the applicant and its partners originate and their identity. Impartiality applies to PSC (both voting and non-voting) members, as well as to the assessors and observers. In this respect, PSC members, assessors and observers cannot be involved in the assessment process if they have a personal link to institutions or individuals from these institutions that submitted application forms. Any case of possible conflict of interest has to be reported to the PSC Secretary, so that the proposal to be assessed may be assigned to someone else. In line with the above mentioned principles, before starting the evaluation, all PSC (both voting and non-voting) members, as well as the assessors and observers must sign a Declaration of impartiality and confidentiality (Annex 3), that must be followed before, during and after the evaluation. By signing this Declaration, they commit themselves to strict confidentiality and impartiality concerning their tasks and they declare not to have any conflict of interest. Therefore, assessors with existing or past link with any applicant must declare it and immediately withdraw from the assessment or evaluation process. Persons involved in the assessment and evaluation process should also declare not to offer their services under a subcontract to successful project applicants that they have assessed. 

· Transparency / clarity – the process of evaluation, described in the Guidelines and based on a scoring and ranking system, must be strictly kept and therefore eligibility, selection and award criteria must not be changed during the evaluation process of the Call of Proposals. Comments have to be written in an explicit and detailed manner and adequate feedback must be provided to applicants on the outcome of the evaluation. 
· Quality – projects selected for funding must demonstrate a high technical and managerial quality and must help in making a contribution to achieving the Programme’s objectives and those set out for each thematic objective and priority, as well as achieving the Programme’s indicators.    

· Efficiency – the procedures should be designed to be as rapid as possible, adequate with maintaining the quality of the evaluation and respecting the Programme’s legal framework. Applications will be distributed by the Secretary / Coordinator, and the Coordinator will keep evidence on the progress made in assessing the applications. Evaluators are accountable for complying with the agreed timeframe towards the Coordinator, and furthermore to the MA and JMC.
· Traceability – the overall evaluation process should be documented and recorded in the evaluation reports. These documents should be kept for 5 (five) years from the date of the payment of the balance for the Programme (Art. 70 of the Commission Implementing Regulation (EU) No 897/2014). 
I.3 Evaluation process
The evaluation process depends on the nature of the call for proposals: 
1) Open call for HARD projects - The project evaluation and selection procedure consists of three (3) STEPS, in two (2) stages, as it follows:

Stage I Submission of the Application Form with its annexes and supporting documents


STEP 1 Administrative and eligibility check


STEP 2 Technical and financial evaluation

Stage II Submission of the additional (technical) documents


STEP 3 Evaluation of the additional documents

During Stage I, the submitted AFs are subject to an administrative and eligibility check carried out by the JTS & BO internal assessors and NAs from both countries (STEP 1), and a technical and financial evaluation carried out by external assessors (STEP 2), in accordance with the criteria set up in this Manual and in the Guidelines published for each Call for Proposals. Based on the results of this assessment the PSC approves the list of the positively assessed AFs. 
During Stage II, the AFs undergo an additional check of the technical documentation by the external assessors. The objective is to obtain a list of proposals recommended for funding for each of the thematic objective of the Programme within a call, ranked according to the scores obtained.
2) Open call for SOFT projects - Process alike in case of point 1) HARD Projects, with only two (2) STEPS in 1 Stage, as it follows:

Stage I Submission of the Application Form with its annexes and supporting documents


STEP 1 Administrative and eligibility check


STEP 2 Technical and financial evaluation
I.4 Formulating comments and recommendations 
The assessors are obliged to provide the explanation of the scores awarded in each section / sub-section of the evaluation grid, if relevant. The assessors shall strictly use the evaluation grid provided to them (annexes J.1, J.2, J.3, J.4 and Annex 5 Eligibility Report NA). They are expected to assess applications in a highly professional manner and objectively and they must be conscious that their comments and arguments for or against a project proposal / an application will constitute the basis for the approval or rejection of the application. Scores shall be attributed according to the schemes set out in the Guidelines applicable for the respective Call. Assessors will justify their scores with clear, objective and relevant comments for each section. 
The assessors should focus on points that they consider to be extremely positive or negative in answer to the questions of the evaluation grid. Assessors should be aware that comments serve: 
· As inputs to the PSC deliberations to take the decision to re-submit the grid to the assessor or not. When using value statements, such as “poor”, “adequate” etc., assessors should always provide clear evidence explaining on which aspect this conclusion is based and how these aspects are valued by the score. Comments and scores must be coherent and consistent. Therefore, a high score combined with critical or negative comments or a low score accompanied by positive comments would be incomprehensible and rather confusing for the PSC to appreciate. 

The PSC supervising the work done by the assessors shall ensure coherence and possibly request a revision of the grid by the same assessors who completed it only for the reason that the scores need to be consistent with the comments and recommendations. This will be done in the weekly PSC session for approving the grids.
· To provide feedback to applicants in order to help them to improve their proposals in an eventual later call by clarifying the reason(s) for the proposal's failure. They should always be formulated in a clear but polite and constructive way and must be based on facts in order to minimize possibilities of appeal. In particular, for scores below the eliminating thresholds it is essential to provide a clear justification for the corresponding recommended rejection; 
· As inputs to the MA/JTS to understand on which aspects to insist more when providing information to potential applicants in order to strengthen quality of the proposals in the future. 

Assessors can give recommendations to the project proposals. Such recommendations should be clearly indicated in their comments and will be the subject of the PSC deliberations. Recommendations may concern, among others: 
( Excluding certain elements (equipment, works, activities etc.) which are not relevant to the achievement of the project objectives; 
( Budget reductions (overall or for certain budget lines), because the proposed budget is unrealistic or inefficient; 
( Cutting ineligible expenditure; 
( Modifying the proposed schedule of the projects (if activities can be implemented in a shorter time or may require a longer period); 
Assessors will score each section by filling in the left column of the grid templates (J.2, J.3, J.4) by replacing the maximum indicated score for that section / sub-section with the score proposed by the assessor. Assessors will make final conclusions on each application in the Scores &Summary of Conclusions section the end of each evaluation grid. They will consist of a short critical analysis of the proposal, followed by a list of the main strong and weak points for each section and sub-section of the evaluation grid. It is advisable for the assessors to start their comments for each section and sub-section with a comparison of the project’s score for that section/sub-section with the maximum score possible for that section/sub-section, highlighting where there is a need for a minimum score. 
They will also contain concrete and objective reasons for the pre-selection or the rejection of a given proposal and they must be coherent with the final score and justify it in a relevant way. If specific recommendations for a project proposal were given by the assessor, they should also be included in this section. The conclusions and recommendations must be formulated in a clear and concise way so that they may be presented to the PSC and to the applicants. 

II.  Projects’ Evaluation and Selection 

1st CALL FOR PROPOSALS – HARD PROJECTS

Step 1 of the evaluation process

PRIORITY 2.1 - Preservation and promotion of the cultural and historical heritage

PRIORITY 3.1 – Development of cross border transport and ICT infrastructure

PRIORITY 4.1 – Support to the development of health services and access to health

2nd CALL FOR PROPOSALS – SOFT PROJECTS

Step 1 of the evaluation process

PRIORITY 1.1 - Institutional cooperation in the educational field for increasing access to education and quality of education

PRIORITY 1.2 - Promotion and support to research and innovation

PRIORITY 2.1 - Preservation and promotion of the cultural and historical heritage

PRIORITY 3.1 – Development of cross border transport and ICT infrastructure

PRIORITY 4.1 – Support to the development of health services and access to health

PRIORITY 4.2 – Support to joint activities for the prevention of natural and man-made disasters as well as joint actions during emergency situations

PRIORITY 4.3 - Prevention and fight against organized crime and police cooperation
II.0 Organization & Preparation

	ACTORS
	MAIN TASKS

	Managing Authority and Joint Technical Secretariat (including Branch Office)
	· Prepare the Assessment Manual 

· Propose PSC coordinator and PSC secretary and substitutes of the PSC members to the JMC 

· JTS&BO provide internal assessors and substitutes (for the administrative and eligibility check) 

· MA requests JMC to appoint 2 voting members per country and substitutes for PSC

· MA manages EMS-ENI system at Programme level

· PSC coordinator manages the information uploaded in EMS-ENI system at the level of evaluation

· JTS&MA ensure training of internal/external assessors, and of evaluators

· MA&JTS sign Declarations of impartiality and confidentiality, and Declarations regarding the conflict of interest 

	National Authorities
	· Propose voting members and substitutes per PSC per country



	Joint Monitoring Committee
	· Approves the Assessment Manual

· Approves composition of PSC, and all actors involved in the evaluation process

	Project Selection Committee
	· Participate to the training sessions organized by the Programme

· The PSCs will utilize 2 dedicated e-mail accounts: hard.psc@brctiasi.ro (Hard projects) and soft.psc@brctiasi.ro (Soft projects), both of them set up on the respective PSC laptop 

	Internal and external assessors
	· Participate to the training sessions organized by the Programme


II.1
 Receipt and registration of Applications 

	ACTORS
	MAIN TASKS

	Applicants
	· Submit online and hard-copy application packages within the deadlines set by the call

	Managing Authority
	· Opens and closes calls for proposals into EMS-ENI system

	PSC secretary
	· Issues acknowledgements of receipt for hand-delivered proposals 

· Registers the hard-copies proposals into the Register, irrespective they were received via courier, postal services, hand-delivered, by fax or e-mail  
· Archives the envelopes containing the hard-copies, unopened, in safe location

· Collects Declarations of impartiality and confidentiality, and Declarations regarding the conflict of interest from PSC coordinator and secretary


· Methodology: 

- Applications with all the documents are uploaded into EMS-ENI (after registering into EMS-ENI)

· Hard Copy package of Applications are submitted to the Joint Technical Secretariat at the following postal address:
BIROUL REGIONAL PENTRU COOPERARE TRANSFRONTALIERA IASI / REGIONAL OFFICE FOR CROSS BORDER COOPERATION IASI

2A, Dimitrie Ralet Street, 700108, Iași, Romania
Phone: +40 232 270646
Fax: +40 232 260646

· number of the call for proposals and number of priority

· type of project - HARD / SOFT
· project title

· name of the Applicant (in English)
· the Project Registration Number (as provided by the EMS-ENI following the on-line registration)

In the framework of the present Call for proposals, the Application Form, the annexes and the supporting documents uploaded into the EMS-ENI system shall prevail. 

Nevertheless, the project shall be rejected without further evaluation:
- in case the Programme does not receive the hard-copy package within the deadline set (31st of May for Soft Projects, and 7th of June for Hard Projects), OR 

- in case the Project Registration Number is not marked on the outer envelope of the package OR 

- in case the Project Registration Number does not match with the registration numbers provided by the EMS-ENI.
- The Secretary registers each application received in a paper register (Annex 1.1 HARD Register Applications; Annex 1.2 SOFT Register Applications) indicating: the reference number (the same as the project registration number generated by the EMS-ENI), date and hour of receipt (in case of hand delivery), the name of the applicant, in accordance with the Projects Selection & Evaluation Procedure of JTS RO-MD. 

· If not delivered by hand, the deadline of submission is evidenced by the date of dispatch, the postmark or the date of the deposit slip. 

· If hand-delivered, a receipt is given to the deliverer (see templates in Annexes 2.1 HARD Acknowledgement of receipt – hand delivery and 2.2 SOFT Acknowledgement of receipt - hand delivery). 

II.2 Opening session and Stage I – Step I: Administrative & Eligibility Check for Applications

	ACTORS
	MAIN TASKS

	Applicants
	· Provide clarifications, as required, within the deadlines indicated in PSC letter, uploaded into EMS-ENI and in hard-copy version

	PSC secretary
	· Checks Declarations of impartiality and confidentiality, and Declarations regarding the conflict of interest, signed by PSC, internal assessors, and any observer 

· Distributes projects to the internal assessors (2 assessors per project)
· Forwards the checklists to PSC in case the internal assessors have proposed to request clarifications from the applicants 

· If approved by PSC, prepares and sends clarification letters to the applicants and may contact them to ensure that responses will be sent in due time (10 calendar days from the day following that when the request is sent).

· Registers hard-copy versions of clarifications into the Register, archives them in safe location, unopened 

· Provides PSC with the checklists filled in by the internal assessors and the Eligibility Reports filled in by NAs

· Supports PSC in preparing the Evaluation Report and any revision of it, submits the report to JMC for approval

· Notifies the applicants on the outcomes of evaluation (step 1), keeps evidence of such communications (fax,  e-mail)

	PSC coordinator
	· Ensures the overall management of PSC proceedings

· Coordinates the activity of internal assessors 

· Informs the Programme bodies (MA/JMC) in case PSC consensus is not reached or the working principles are broken, including those referring to confidentiality and secrecy or the conflict of interest

· Endorses the clarification letters and notifications sent to the applicants, on behalf of PSC

	Internal assessors
	· Sign Declarations of impartiality and confidentiality and Declarations regarding the conflict of interest, forward them to PSC secretary 

· Perform administrative and eligibility check of the projects attributed, and each assessor fills in one checklist per project 

· Revise the checklists, as required, and may propose PSC to request clarifications from the applicants, and highlight any case in which eligibility of an organization is not resulting clearly from the documents available although the proposal is administratively compliant

· Analyse clarifications received and finalize the checklists

· Participate to PSC/JMC meetings, as required

	National Authorities

(the appointed representatives)
	· Sign Declarations of impartiality and confidentiality, and Declarations regarding the conflict of interest, forward them to PSC secretary 

· Perform eligibility check of applicants and partners from the national territory using the supporting documents uploaded into EMS-ENI system

· If necessary, consult other relevant national institutions in case opinion on the eligibility of an applicant/partner cannot be given on the basis of the documents available

· Prepare Eligibility Reports (Annex 5), forward them to PSC secretary

	Project Selection Committee
	· Sign Declarations of impartiality and confidentiality, and Declarations regarding the conflict of interest, forward them to PSC secretary 

· Based on the checklists filled in by assessors, decides if requests of clarification proposed are appropriate 

·  Analyses the administrative and eligibility checklists and the Eligibility Reports, decides on the projects to be selected or rejected for further evaluation 

· Prepares the Evaluation Report (step 1) 

	Joint Monitoring Committee
	· Sign Declarations of impartiality and confidentiality, and Declarations regarding the conflict of interest, forward them to PSC secretary 

·  Analyses the Evaluation Report (step 1), issues decision approving the report and the lists of selected and rejected projects, or comments

	Managing Authority
	· Provides procedural support 

	Observers
	· Sign Declarations of impartiality and confidentiality, and Declarations regarding the conflict of interest, forward them to PSC secretary 

· Participate to PSC/JMC meetings
· Participate as observers in the evaluation process


Timing / Deadline: The opening session and Stage I – Step I: Administrative & Eligibility checks of the Applications will run until the evaluation report for this step is ready for being submitted to the JMC approval.
Methodology:

II.2.1 
Opening session

The PSC (Project Selection Committee) reunited in opening session, checks the registration details in EMS-ENI (deadline of submission, name of the applicant, priority, the project registration number that was given during registration into EMS-ENI, the existence of the hard copy package and the correspondence of the project registration number both in EMS-ENI and on the hard copy package). 
If requested, during the process of analysis of the evaluation report by the JMC, the MA Administrator may open, after a written JMC decision, JMA_EVLM accounts for the JMC members participating in the selection process. The acces to the EMS ENI informatic system with a JMA_EVLM account for these JMC members will be restricted to downloading the applications for reading purpose. Any other actions available within the sistem, such as, but not limited to: uploading documents, writing, operations related to allocation of external assessors, approval/reopening of grids, changing scores or comments, closure of evaluation phases, modification of rakings, etc, are totally forbidden, and any violation of the above rules may constitute a criminal offence under the law.

The JMC members participating shall not retain/copy/distribute for further use the related documents/infomation/templates or models regarding the projects, in any hard copy or electronic form. They will be requested to delete from any device used for performing their duties in the evaluation process, all the documents downloaded.

In case of infringing these provisions, the respective JMC member will lose its capacity of JMC member according to the JMC’s rules of procedure, and potential unauthorised changes will not be considered in the evaluation process. 

The access of the JMC members in the EMS-ENI system will be allowed only during the written procedure for approval of Evaluation Reports, at the end of this period the corresponding JMA_EVLM accounts opened for JMC members will be deleted.

· The Observers may also participate at the opening session, as they can participate to any meeting of the PSC.

· After the opening session, the hard copy packages will be deposited in a safe place, unopened. They will be opened either in case of a long term malfunction of the EMS-ENI, following the decision of the JMC, or at the Contracting phase. The Applicant needs to ensure that the content of the hard copy package is identical with the documents uploaded / submitted in EMS-ENI. The content of the hard copy package will not be checked against the documents submitted in EMS-ENI during the evaluation & selection phase. 

· The project registration number is the same as of the corresponding AF registered in the EMS-ENI and is retained throughout the evaluation process as the sole reference. 

· The deadline of submission is checked (please see section 2.6.2 Deadlines for submission of proposals from Guidelines). If the deadline has not been respected the Full application is automatically rejected and will not be further evaluated.

· According to 2.6.2 Deadline for submission of proposals, Deadlines for Stage I, the Project Selection Committee may reject any hard-copy package received at the indicated address, by post or courier, after 21 calendar days after the deadline set for submission in hard copy-, when the report of PSC for the administrative and eligibility step was finalised.
· At the end of the opening session, the Secretary, under the supervision of the Coordinator, prepares:
a) a list of applications having respected the deadline of submission, admitted to the further evaluation step; 

b) a list of numbers of registration, for which it wasn’t uploaded an application form
II.2.2 
STEP I: Administrative compliance & eligibility check of the applications

- 
Each PSC will have 3 laptops which will be utilized only for the PSC activities till the end of the Evaluation. Two (2) laptops will be dedicated to the internal assessors, and 1 laptop to the Coordinator and Secretary.

· Applications are downloaded from the Coordinator’s EMS-ENI account to the laptops designated for the Call of Proposals, saved by the project registration number to the server space dedicated to the respective PSC (separate for SOFT and HARD projects). Then, the projects are assigned to the internal assessors for performing the administrative & eligibility check according to Annex J.1 (Administrative Eligibility Check). Each internal assessor will assess the projects, completing the checklists. At the end of the day, the completed checklists will be forwarded to the Secretary, and at least at 2 days the completed checklists which didn’t required clarifications will be uploaded in EMS-ENI. An application having met the deadline for submission is examined by two internal assessors. 

· The internal assessors verify the application against the points of administrative compliance and eligibility check, as they are listed in Annex J.1 Administrative eligibility check of the Guidelines. Under no circumstances may internal assessors or members of the PSC change the content of Annex J.1, part of the application. Annex J.1 to the present Assessment Manual has a supplementary final line of Conclusions, so the internal assessors can present in detail their recommendations for a request of clarifications etc.
· If the examination of the application reveals, at any stage of evaluation, that the proposed action does not meet the eligibility criteria, the proposal shall be rejected on this sole basis. After downloading the AF and their annexes on its laptop, the Secretary will extract the documents regarding eligibility of the entities, splitting them into Romania and Republic of Moldova folders, with subfolders with the Application Registration number in EMS-ENI. The eligibility documents will be saved with the same name they have in the AF in EMS-ENI. If these documents are included in a larger pdf document, they will be extracted and saved under the same name as the original document adding the termination “extract RO/MD name/number of partner”, according to the situation. These documents will be archived under the Application Registration Number title and will be uploaded to the PSC cloud, from where they will be transferred by the MA IT Administrator to the MA cloud, where they will be available for the NAs. 

· The internal assessors and the PSC members should be aware that it is advisable to issue no more than 1 letter of requests for clarifications per project. Deadline for submitting the clarifications by the applicant cannot be shorter than two (2) working days and cannot go over ten (10) calendar days (from the date following that when PSC letter is sent). The certain period will be set by the PSC, by applying the principles of proportionality and equal treatment for all applicants. The applicants concerned by the request for clarification will be informed in writing about the need for clarification as well as the deadline set for submitting the clarification. Moreover, in the letter of request for clarification, the PSC will inform the applicants about the consequences of non-complying with the deadline by the applicant.
· Clarifications may be requested if some documents are missing or if minor inconsistencies are found (See also annexes J1 for hard and soft). The request for clarifications will be made in writing using the template in Annex 6 Letter of Request for clarifications. If the clarifications are hand delivered, an Acknowledgement of receipt (Annex 1.1 and Annex 1.2) will be given to the deliverer.
· When, due to technical errors, some documents uploaded in the EMS-ENI cannot be open for evaluation, the applicant may be requested to upload again the concerned documents, as a clarification. In this particular case, the PSC will check the consistency of the uploaded document with the hard copy submitted on paper. The opening of the hard copy package will be recorded in the Evaluation report. Inconsistencies between the electronic version and the hard copy submitted will conduct to the rejection of the application, (the answer to the question 1 of Administrative compliance grid will be considered “NO”). 

· For the Applications which are considered administratively compliant according to the Administrative compliance verification list (Annex J.1 – for hard projects or Annex J.1 – for soft projects), the evaluators will assess then the Eligibility Check verification list (the same annexes). 
· If the PSC appreciates is appropriate, clarifications may be further requested (see template in Annex 6). Deadline for the applicants to answer by uploading the answer to clarifications to EMS-ENI will be no more than 10 calendar days from the date when the clarification letter is sent, and not less than 2 working days. Hard-copy versions are registered into the Submission Register and archived by PSC secretary in safe location, unopened. Hard copy should be received by PSC no later than 21 working days from the deadline set for uploading the clarifications to EMS-ENI. Clarifications may be requested during the administrative compliance and eligibility check. After being informed by PSC secretary that clarifications are uploaded into EMS-ENI system, the assessors resume their work and finalize the checklists. In case clarifications are not or partially sent, the project shall be rejected. Exception is only made when applicants/partners demonstrate that a required document is not available e.g. pursuant the legislation of the country concerned, duplicate of a given lost document cannot be obtained from the issuing authority). In such cases, an acceptable alternative may be proposed e.g. declaration of the said authority that the document in favour of the respective applicant/partner is still valid, but no duplicate can be issued.
· Internal assessors evaluates the clarifications submitted by the applicants and  filled in the consolidated Administrative Compliance check
· The PSC itself will analyze clarifications received and decide if administrative compliance is met. For this, the PSC will meet in working meeting. Attention shall be paid for clarifications not to modify or improve the content of the Application Form, not to be considered by the Project Selection Committee.
· In parallel with the internal assessors’ work, the Secretary will split the eligibility documents for each partner from each project proposal, and will build two separate archives – one with partners from Romania, the other with partners from Republic of Moldova. These archives will be uploaded on the PSC cloud, from where they will be transferred to the MA’s cloud, from where the NAs of both countries will download the documents for Eligibility Check (the verification list mentioned above and the Annex 5 Eligibility Report NA). Each entity’s eligibility will be assessed by the relevant NA, the only authority responsible to issue an opinion on the eligibility of an applicant /partner located in its area. The access passwords will be provided by the MA directly to the NAs’ representatives in sealed envelopes, respecting the confidentiality principle.
· Any decision taken by the Project Selection Committee on an Application is recorded in the minutes of the meetings. 
· Each access of the EMS-ENI will be done by filling in a minute indicating at least the access hour, the closure hour, the persons who were in the evaluation room when accessing the system.
· PSC secretary keeps evidence of the checklists and the Eligibility Reports received. The Annex 5 for one partner will be valid for the said partner, irrespective the number of projects in which the partner participates under the present calls for proposal, either as applicant or as a partner, for the allowed priority according to the Guidelines. Also, ensures that checklists are fully filled in and that the checklists are uploaded into EMS-ENI. 

· In case that there are minor aspects to be clarified (missing/incomplete/incorrect documents) there may be requested clarifications (see also Annxes J1 for soft and hard). The respective project must not fall under the situations listed at the end of this section. In this situation, the minute of the assessment must include explanations on the clarifications request, per project and per partner. The minutes are forwarded to PSC which decides if the request is appropriate and will not modify or improve the project content. PSC decisions are presented in the Evaluation Report (Annex 9). In case PSC decides that clarifications are needed, letters to request for clarifications (Annex 6) are prepared by PSC secretary based on the assessment minutes of the internal assessors, and signed by PSC coordinator, then sent to the applicants. In case of negative PSC decision, assessment will be finalized by using the information and documents available.
· At the end of step 1, with the support of the secretary, PSC prepares the Evaluation Report (Annex 9). The report is signed by all PSC members and contains the lists of selected and rejected projects prepared by PSC secretary. Internal assessors may be invited to PSC meetings to give information/clarifications on their work.
· The Evaluation Report is accompanied by all the evidence necessary to document this step: 
· attendance lists to PSC meetings
· minutes of the meetings, any written correspondence on e.g. proposals to request clarifications 

· Declarations of impartiality and confidentiality 

· Declarations regarding the conflict of interest 

· results of the internal assessors’ work (checklists and minutes) 

· letters of clarification sent to applicants
· The Evaluation Report is sent to JMC for examination and further approval. JMC issues a decision of approval.
· Following JMC decision on the selected and rejected projects, PSC secretary prepares notifications to all the applicants on the outcomes of the evaluation, signed by PSC coordinator. Evidence of such communications is archived by PSC secretary.

· After JMC approves the Report on Step 1, the Coordinator & the Secretary will fill in the resolution’s text and the sections which exist in EMS-ENI within the JMC field for Step 1. After completing with the resolution’s text, the PSC can close Step 1 (if there are no appeals). If there are appeals, then Step 1 will be closed in EMS after solving the appeals.
Step by step procedure for internal assessors:

· Each application will be checked by two internal assessors. Each internal assessor fills in 1 Administrative compliance check list for each partner of the project proposal, and – if necessary – asks for clarifications in the last row of J.1 - Conclusions. The check list is then signed by the internal assessor (only the table regarding administrative compliance).

· The check lists are archived and synthetized by the Secretary, who makes a list with the requests for clarifications.

· PSC voting members decide on the list for clarifications (if to ask for them, or not, according to the principle that the Application Form should not be changed by clarifications).

· The Coordinator and the Secretary are sending requests for clarifications (Annex 6) – both in EMS-ENI and by fax etc.

· The Applicants are answering in the set deadline – both in EMS-ENI and in printed form.

· PSC voting members decide on the answers (if they do not change the AF), which then are forwarded by the Secretary to the internal assessor who requested them.

· The internal assessor evaluates once again the documents, based on the answer to clarifications, and fills in the consolidated Administrative Compliance check list for the entire project (for all partners, recording the clarifications received on the Conclusions line), and signs it.

· Each application will be checked by two internal assessors. The assessors work under direct supervision of the Coordinator and with the Secretary support. When clarifications regarding the eligibility of a partner are needed, the Coordinator will address a request to the relevant NA. The result of the eligibility check performed by the internal assessors is submitted to the relevant NA in order to verify the entities from the concerned country. The NA is the sole responsible for decision regarding the eligibility of a partner.

· Each NA may take any steps in order to get a substantiate decision regarding the eligibility of an entity, including by consulting the relevant national authorities, provided that the confidentiality over the assessment process is ensured, and taking all the necessary measures for avoiding a conflict of interest. 

· The Project Selection Committee supervises the activity of internal assessors and is responsible for drawing up the Evaluation Report for Step 1. 

· Then, the comments and conclusions presented in the final row of the Eligibility Check table are inserted to the respective column in Annex 5 (1 annex 5 for each partner), which is sent to the National Authority from Romania, respectively Republic of Moldova, according to the case. 

· The National Authority will fill in the rest of the document and sign it (1 Annex 5 for each partner from the respective country). Also, after being completed and signed by the NA, Annex 5 (1 document which will include all the scanned Annex 5 filled in for all partners) will be uploaded by the Coordinator & Secretary into EMS-ENI in the NA section.

· Finally, the internal assessor – with the support of Secretary, Coordinator and the support EMS-ENI staff – will scan the components of J.1, as it follows:

· The scan will include the documents starting with the most recent one at the beginning and ending with the older ones.

· At the beginning of the scanned document will be the consolidated Administrative Compliance check list signed by the internal assessor, followed by the Eligibility Check for all the partners assessed by that internal assessor (signed documents), followed by the individual Administrative Compliance check list for all the partners (signed; these are the initial check lists with requests for clarifications and comments for each partner assessed).

· This scanned document will be then uploaded into EMS-ENI by the Secretary & Coordinator (1 document for each internal assessor).

· Also, all the Annex 5 – after being completed and signed by the NA, 1 Annex 5 for each partner – will be scanned and uploaded by the Coordinator & Secretary into EMS-ENI in the NA section.

The Secretary constantly uploads into the PSC cloud the evaluation documents e.g. evaluation grids, evaluation reports etc. that might need to be shared with the authorized users (external assessors, NAs, observers or JMC). 

PSC Secretary creates distinct folders for the authorized users. The PSC Secretary notifies by email the MA IT Administrator that the information is available and on the list of users that need to access the respective folders. The MA IT Administrator will transfer the information from PSC cloud to the MA cloud, and will make the information available to enlisted users through the personalized links. After that, MAs IT Administrator will inform the Secretary on the information availability, and the PSC Secretary will inform the authorized users that they can consult the data/information. Evidence on such communications (including hard copies of all the e-mails) is to be kept for further controls, together with the evaluation documents.

In order to ensure confidentiality, the respective link will be provided by the MA at the beginning of evaluation in sealed envelope, by courier, postal services or hand-delivery with acknowledgement of receipt.
II.2.3 Appeals following the step I
a) PSC secretary registers all the appeals submitted within 10 calendar days from the date when PSC notifications on the outcomes of evaluation have been sent.

b) PSC meets in session and decides if the appeals received are admissible or not, based on the provisions of the Guidelines for grant applicants. Decision on admissibility of the appeals must be reflected in PSC documents e.g. minutes, amended Evaluation Report.

c) Admissible appeals are assessed by PSC using the checklists compiled by the internal assessors, the Eligibility Reports, the application packages uploaded into EMS-ENI system and, if the case may be, the clarifications received. In case the appeal refers to an eligibility issue, the relevant NA is informed and asked for an opinion.  

d) No clarification requests will be made to the applicants at this step.

e) PSC decision on the appeals is final and cannot be changed. If the case may be (if the ranking list have been changed following the result of the appeals), PSC prepares an amended Evaluation Report. The report must be signed by all PSC members.

f) The amended Evaluation Report is sent to JMC for approval.

g) All the applicants submitting an appeal are notified by PSC secretary (Annexes 2.1 and 2.2 Acknowledgement of receipt for SOFT & HARD) Notifications are signed by the PSC coordinator. Evidence of such communications is kept by the PSC secretary.

III. Steps and actions to be taken for EMS-ENI malfunction
In case of EMS-ENI malfunction and if the cause lies in minor deficiencies that can be easily and rapidly solved, the programme structures may decide to temporary suspend evaluation until they are resolved.

In case of severe deficiencies affecting the EMS-ENI system on the long term, the JMC may decide to use hard-copy versions of the documents sent by the applicants (i.e. application packages, additional documents in case of HARD projects, clarifications). For the same purpose, the evaluation products uploaded into EMS-ENI (e.g. the evaluation grids completed by assessors in step 2 and 3) will be safeguarded through back-up copies.

JTS shall provide the programme a distinct and safe partition for each call on its own servers. Existing JTS IT infrastructure already meets the mandatory security and confidentiality requirements for the storage of documents and programme related information. In order to support future controls, facility to monitorize all the actions on the respective partition is to be ensured through a log of actions. 

The Secretary will upload on the respective partition the documents needing to be shared, organized in distinct folders according to the responsibilities of each authorized user e.g. external assessors, NAs, JMC, observers. Access rights to the respective partition will only be granted to PSC Secretary who is the only person entitled to manage the documents uploaded therein. 

MA shall ensure a distinct and secured location on its cloud space that meets the mandatory security and confidentiality requirements. At the request of PSC Secretary, the MA IT administrator shall transfer evaluation related information from the folders located on JTS servers to the distinct links created on the MA cloud space and corresponding to each authorized user.

Actors involved and responsibilities 

· JTS IT administrator

The JTS IT administrator only intervenes in case of functionality issues related to JTS IT infrastructure and has specific IP address, username and password. The IT administrator shall sign the same Declaration of confidentiality and impartiality as the PSC members. The declaration is checked by PSC Secretary and kept together with the evaluation documents. 
· PSC Secretary 

PSC secretary has also specific IP address, username and password, and is the only person entitled to manage the evaluation documents and information stored on the partition created on JTS servers. The Secretary constantly uploads therein the evaluation documents e.g. evaluation grids, evaluation reports etc. that might need to be shared with the authorised users (external assessors, NAs, observers or JMC). 

PSC Secretary creates distinct folders for the authorised users, and uploads them with documents that will be transmitted to the users. The PSC Secretary notifies by email the MA IT administrator about the users needing to access to the respective folders in order to make the information available to them through the personalized links. Following the transfer of information onto the MA cloud, PSC secretary informs the concerned authorised users, accordingly. Evidence on such communications (including hard copies of all the e-mails) is to be kept for further controls, together with the evaluation documents.

PSC secretary informs the users about the personalized links where documents can be visualized. In order to ensure confidentiality, the respective link will be provided at the beginning of evaluation in sealed envelope, by courier, postal services or hand-delivery with acknowledgement of receipt.

· MA IT administrator 
The MA IT administrator is identified through the IP address, username and password. 

The MA IT administrator creates personalized links for each authorised user, before the start of evaluation, and communicates them to PSC secretary, in order to inform them accordingly. 

The MA IT administrator will have access to JTS servers in order to retrieve, at the request of PSC Secretary, the evaluation related information to be transferred to the personalised links created on the MA cloud for each authorised user. 

 Steps and actions during EMS-ENI malfunction

In case of severe EMS-ENI malfunction, the following steps will be taken:

· If situation requires, after approval of the PSC, PSC secretary opens the envelopes containing hard-copy versions of the application packages/ additional documents/ clarifications, extracts the DVDs and uploads the information on JTS specific server partition.

· Each project is to be identified through the Project Registration Number, and each document through its content e.g. evaluation grid, clarifications step 1 etc.

· PSC secretary prepares written communications to the MA IT administrator and indicates which information is to be visualised and by whom, depending on the user’s role and the evaluation stage.

· MA IT administrator takes over the information uploaded on JTS server and transfers it onto the MA cloud.

· Following the instructions given by PSC secretary, the MA IT administrator gives links to the authorized users allowing the information to be visualised.

· If situation requires, external assessors will use the Word format of the evaluation grids for step 2 and step 3 (in case of HARD projects) as the case may be. After completion, any grid must be signed by the author, scanned and forwarded to PSC secretary using the electronic mail, in word format and also as scanned copy. The original evaluation grids shall be sent afterwards to the JTS headquarters in sealed envelopes, within the set deadlines, by courier, postal services or by hand-delivery. 

· With the view to protect confidentiality of information, before scanning and forwarding the evaluation grids to PSC secretary, the assessor must make visible only the Project Registration Number, and blur the name of the applicant and the project title visible on the grid.   

· In case EMS-ENI restarts functioning, the work done must be transferred into the electronic system.

IV. EMS-ENI User’s Manual for Evaluation
ACCESSING THE APPLICATION

· EMS-ENI can be accessed at the following web address:  https://ems-romd.mdrap.ro/login 
· The accounts for internal users (including the ones for internal and external assessors) will be created by the IT Administrator
· The accounts for external users (applicants /beneficiaries) were created by this type of users after completing a web form and validated by the IT Administrator during the period when the call for proposals were in the status Opened for submission.
[image: image1.png]< C | @ secure | https//ems-romd.mdrap.ro/iogin

e~ Electronic Management System
QWD) Romania - Republc of Moldova

nin

Please enter your credentials
Information

Email Address
Youneed to login o be able ©o
submita project proposal

1fyou have forgot your passwor, | Password

you may recover it by using the.
Tollowing link: Reses password.
1fyou do not have an account yet, ~
you may register for an account by fm not arobot

Clcking the following link: Regiscer

Inorerobetie il n e
et e Fopision .
e e rsoner

Kione et b
Soumosses o e oameg

-

For an optimal use of the EVS, tis
Strongy recommended 1o use the
atest versions of the Google
Chrome browser (minimum
Chrome 60, hat can be
‘downloaded from the following
tink



 
ACCOUNT LOGIN

In order to log in the ENS-ENI system, each user needs to fill in the two mandatory fields: e-mail address and password. During the first logins, the system usually asks the user to also complete a quiz automatically generated by the Google Captcha Security Module. Also, for security reasons, the users will be requested periodically (after each 90 days) to change the password
ACCOUNT EXIT

In order to exit the system, the users need to click on the Sign Out link, located on the upper right corner.

[image: image2.png]Electronic Management System Welcome JMA_PRGM JMA_PRGM
Romania - Republic of Moldova My Accoun]
CROSS BORDER COOPERATION PROGRAM

Payment a Iregularitie Exchange rate:

Program administration Evaluation onitoring

Program administration > Cal st
Program details

Call for proposals list
General information
Show| 10 v entries Indicators
Financial table
Callttle Profect . priorties Submission start ~ Submissionend  Status Budget €UR) A% - contracts. Action
s wpe appiications
Test Greensoft sot P21 08/012016 1012112016 Open for 5000000 0 0 | Call for proposal
submission Calllist
0 1 v| | Directawards

Call Evaluation Hard  P2.1,P22 08/16/2016 08/17/2016 Monitoring 200.00




PASSWORD RECOVERY
To recover a forgotten password take the following steps: on the log in page access the Reset password link; you need to provide the e-mail address used for logging in to the account; for validating your request of changing / recovering your password, you need to introduce a verification code / captcha code. After clicking the Recover button, the you receive the password change link on the e-mail.
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MODULES
For SOFT calls, there is 1 evaluation stage with 2 steps:
· Administrative and Eligibility

· Technical and Financial 

For HARD calls, there are 2 evaluation stages with 3 steps: 

· Administrative and Eligibility

· Technical and Financial

· Additional documents 
Each evaluation phase shall be closed by using the “Close Evaluation Phase” button. The use of the closing command button is mandatory in order for the projects proposals to pass from one evaluation step to another. The project proposals can be submitted under a call for proposals, only when the call has the status ‘Open for submission’. 

Changing the status of a call for proposals can be done only by the user JMA_PRGM with the Program Manager role. The status change action button can be found in the Action column. A call can have the following subsequent states: Open for submission, Submission closed, Evaluation p1 administrative, Evaluation P2 technical, Evaluation closed, Evaluation P3, Draft, Contracting, Monitoring, etc.
EVALUATION

The Evaluation module can be accessed only by the following type of users: JMA_EVLM (Step 1, Step 2, Step 3) and JMA_EXTAS (Step 2, Step 3). 
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Step 1 can be only accessed by the user JMA_EVLM. Thus, either the PSC Coordinator or the Secretary of the PSC (in the presence of the PSC coordinator) will fill in the web form with the information received from the actors involved in this 1st Step of Evaluation (internal assessors, NAs, PSC, JMC).
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In order to be able to fill in the form for a certain application, the JMA_EVLM user shall make 2 prior actions:

· Assign the evaluation request

· Confirm receiving the confirmation letter from the Applicant

[image: image6.png]Welcome JMA_EVLM JMA_EVLM

Electronic Management System
My Account | Sign out

Romania - Republic of Moldova
CROSS BORDER COOPERATION PROGRAM

Evaluation

Evalustion > Phase 1 - Administrative

Phase 1 - Administrative Selected Program Call

Test 12017 .
search filter
App. number _Evaluation status Evaluation authority
= = Evaluation phase
. . « [ Aply jear
== L= Step 1.- Administratve & Eligibilty

Step 2 - Technical & Economical

Evaluation requests
Available actions

Show 10+ | entries
Load evaluation report

Load appeal report

Registration 5 Confirmation

- Project tite status Resolution Responsible

Test 20177211 Test_i2017 NO New o
Downloads

Showing 1t 1 of 1 entries A ; Assign to me Selection list
Accepted projects

Close evaluation pha Appeled projects





After the assignment, receipt of the letter must be confirmed. This action is also done from the Action column.
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The system sends a confirmation message to the user:
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After the two operations mentioned above, evaluators can fill in the Evaluation Form Step 1.
Each file to be uploaded must be in PDF format.
At the end of the evaluations, it is necessary to press the Submit button.
[image: image9.png]Y Electronic Management System Welcome JMA_EVLM JMA_EVLM

B ‘ii\ Romania - Republic of Moldova My Account | Sign out
<o " CROSS BORDER COOPERATION PROGRAM

Evaluation

Phase 1 - Administrative

Details about application form
call
Test_i2017

Promotion and support for research and innovation

Project title
Test_i2017

Project value (EUR) (Grant)  Cofinancing (%)
881.00 100

Application documents

Show | 10+ | entries

Document name Document type:
ApplicationForm pdf APPLICATION_FORM

Adeverinta de venit doc JOB_DESCRIPTION_KEY_PERMANENT_STAFF
Adeverinta de venit doc DECLARATION_BY_THE_APPLICANT
ADEVERINTA DE VENIT 2013 pdf PARTNERSHIP_STATEMENT

ADEVERINTA DE VENIT 2013 pdf ADMINISTRATIVE_EVALUATION

1IP HARD 2.pdf ADMINISTRATIVE_EVALUATION

‘Showing 1 to 6 of 6 entries Previous [l Next

Evaluation from internal assessor (1)

Person Date Resolution
Person 1 01/16/2017 ] || APPROVED .
File upload

PSRN 0o:inload evaluation

Evaluation from internal assessor (2)

Person Date Resolution
person 2 01172017 [ || APPROVED -
File upload

Download evaluation

Evaluation from National Authority - Romania
Date Resolution

[E] .

File upload

Evaluation from Project Selection Committee
Date Resolution

[E] .

File upload

Evaluation from Monitoring Committee
Date Resolution

[E] .

File upload

Evaluation of Appeal
Date Resolution

[E] .

File upload





After all evaluations have been successfully completed, the status is automatically updated in Closed (PDF Attached).
At this point, the PSC Coordinator (JMA_EVLM user) can access the Close evaluation phase button. The system displays a confirmation message:
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STEP 2 - Technical and Financial

After confirming the message, Step 1 ends, and the call enters the second step - Technical and Financial Evaluation.

EMS-ENI will automatically generate two evaluation requests for each application that entered the Step 2:
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PSC Coordinator / Secretary will allocate each of the two evaluation requests generated by the system to different external assessors:
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LOG IN WITH EXTERNAL ASSESOR
After logging into EMS-ENI, an external assessor can view and filter the evaluation requests assigned by the PSC Coordinator and can fill in the scores and comments. 
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The evaluation request is accessed by clicking the link(s) from the column Project number.
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If, Save as draft button is pressed, the evaluation grid will be saved as a draft. After the external assessor fills in the entire evaluation grid, it can finalize the evaluation for that specific evaluation request by hitting the button Finalize evaluation.
At this stage, the status of the evaluation request becomes Finalized (but not closed). In case the external assessor needs to make modifications to the grid, it has the possibility to reopen it, by clicking the Reopen button. 
After completing the evaluation, the scanned version of the grid signed by the external assessor must be uploaded in EMS-ENI in the field Printed evaluation form.
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When there are no more changes to be made, the evaluation request can be closed, by pressing the Close evaluation request button.  Attention! A closed grid cannot be reopened anymore by the external assessor. After clicking the Close evaluation request button, the status of the evaluation request becomes Closed.
The Back to list link sends the user to the previous page.
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Each evaluation grid completed and closed by an external assessor must be individually approved by the PSC. In case PSC approves the submitted evaluation grid, the status of the evaluation request becomes Approved PSC. If PSC identifies inconsistencies in the grid, it can reopen and ask the external assessor to check it once again or it can manually generate a new evaluation request and allocate a third external assessors.

COMMON GRID

After PSC changes the status of the evaluation grids to Approved PSC, the system checks if all project-related requests are in the Approved state. If so, then the Common Grid of the project is automatically generated. If the conditions are not met (the minimum score between the evaluators is higher than the one set in the call for proposals), then a new evaluation request is automatically generated, which follows the same path presented above.
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Once the two grids are approved by PSC, the Common Grid is automatically generated. Appeals may be later submitted based on the results of the 2nd step of evaluation, results to be communicated after the Evaluation Report approval by JMC.
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After accessing the common grid by clicking the link from the Project number column, the user shall follow the steps in the figure below which are similar with the ones performed by external assessors, as were presented above:
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When the status of the Common Grid will be changed to Closed, the Appeal button appears at the end of the Common grid. In case an applicant files an appeal and the PSC considers it admissible, the system will generate an Appeal Grid after the Coordinator will click on the Appeal button.
APPEAL GRID 
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The Appeal button is accessed and the system will display a confirmation message adding the appeal together with the reason.
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The appeal grid must be allocated to an external assessor, which shall fill in, finalize and close it. 
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APPLICATION SELECTION

At the end of the evaluation, EMS-ENI can generate rankings for each priority from a particular call for proposals. The ranking and the lists with the selected projects, rejected projects and the reserve list can be also manually adjusted, based on the criteria mentioned in the Guidelines for grant applicants.
The projects can enter contracting phase only if they have the minimum score allowed by the calls for proposals and meet the other requirements set by the respective call.
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Connection Manual on BRCTIASI Cloud

for PSC Coordinators
1. Start the Filezilla application on your desktop.

2. On the Host you pass ftp.brctiasi.ro, at Username you pass evaluation.soft@brctiasi.ro, pass the password assigned to your account (it takes into account the big and small letters), and at Port pass 21 
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3. After completing the fields in step 2, press the Quickconnect button and the Status / Directory listing of "/" successful shows that in the attached picture:
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4. To create a new folder in the ROCBCIAIS cloud, go with the mouse as the attached picture and click the right mouse button and choose the option from the menu. To delete a folder or file, do the same folder or file as you want.[image: image27.jpg]Server Bookmarks Help
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5. To copy a folder or file from your workstation into the ROCBCIAIS cloud, right click on the file or folder as in the picture (in the left window are the files on your workstation, on the right are the files in the cloud ROCBCIS) And click on the UPLOAD option.
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Connection manual in the ROCBCIS cloud from MA
1. Access the following link from any browser: https://brctiasi.ro:2078/
2. At username, write ....................... and password ..................

3. Select the folder and / or file to download and transfer the documents.
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