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History of changes 
Version Publication Date Change 

1.0 15.07.2024 Initial version 

 

Any updates to these Guidelines are identified in the table above. Amended versions of this document are 

published on the EIT Urban Mobility Call website.   
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1. Register and apply 
1.1 PIC and PIF registration 
 

The first step one organisation must take, to be able to apply for an EIT Urban Mobility Call, is to register in 

the EU Funding & Tender Portal and obtain a valid PIC number. 

You can verify directly on the EU Portal whether your organisation is already registered and has a PIC:  

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-

register-search   

Once an organisation has a PIC number, it will be possible to register in the new EIT UM NetSuite platform, 

by submitting the Partner Information Form (PIF). 

For organisations that previously applied to an EIT Urban Mobility Call for Proposals, and therefore are 

already registered in the PLAZA platform, please contact the EIT Urban Mobility Service Desk 

servicedesk@eiturbanmobility.eu. You will be then provided with the credentials to access the new 

NetSuite platform. 

1.2 Search for open calls and apply 
 

Once you land on the homepage of the portal, click on the menu, Call for Proposals, Open Calls: 

 

You will see the list of all EIT Urban Mobility Calls currently open. Choose RIS Urban Mobility Specialists 

(RISUMS) Open Call 2025 from the list and click on the “apply” icon: 

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-register
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-register-search
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-register-search
https://6740820.app.netsuite.com/app/login/secure/privatelogin.nl?c=6740820
https://6740820.extforms.netsuite.com/app/site/hosting/scriptlet.nl?script=1509&deploy=1&compid=6740820&h=3636500049a47dba1f43
mailto:servicedesk@eiturbanmobility.eu
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Once you click on “apply” a new Application Form (AF) is created and you will be able to start filling it in 

with all the information of your project. The AF is divided into six different tabs, each containing a set of 

information.  

Once you start working on your AF, we recommend you to save often, especially when you move from one 

tab to another. 

You will be able to find your draft application as shown here below. In the “My applications” section, you 

can also see if your application is still in draft or was submitted. 
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2. Main Information 
The ID proposal number is automatically assigned by the system when you first save your proposal. 

When entering the project title and acronym, remember this will be the official name publicly used to 

promote your project. 

In the framework of the RISUMS Call, projects should last for 48 months and should start on 1 January 2025 

(as indicated in the Call Manual). 

 

The sections “total budget”, “total EIT funding” and “total co-funding” will be populated automatically by 

the system once you insert the budget. 

When writing the executive summary, remember this must provide a comprehensive but general overview 

of the project and that, if your project is selected for funding, it will be used for dissemination purposes. 

We suggest you to fill in this section once you have completed all other sections and therefore have a clear 

overview of your project. 
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You must enter a minimum of three and a maximum of five keywords (to be selected from a drop-down 

menu) and a minimum of three and a maximum of five self-defined keywords (which you can therefore 

freely type). Make sure you select the keywords that best represent your project. 

 

To enter a self-defined keyword, click on “new keywork”, type the word and press “enter” to save it. 
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Before moving to the next tab, remember to click on the “save” button. 
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3. Partner Information 
The “project leader” is automatically assigned by the system, and it is the organisation of the contact that 

creates the Application Form.  

The e-mail of the main contact person is also automatically populated and is always the e-mail address of 

the contact that created the Application Form. 

 

In the section “partners involved in the project” you must list all partners that will be involved in the project 

(if applicable) and describe what will be their role and contribution. 

The project leader is automatically included by the system in the list. All other partners (if any) must be 

added by clicking on the “plus” button.  

 

Once you click on the “plus” button, you must enter the full PIC number of that specific partner. Once you 

enter the full PIC, you will be able to select the organisation from the drop-down menu and include it as a 

partner. 



 

 

 

9 

 

If the organization you are looking for is not found in the list, please invite them to register here. 

In the case of consortia, once you have added all partners, you must indicate if there is any direct link 

between any of them. If there is a direct link, you must indicate which partners are linked and which type 

of link they have. 

Two participants (legal entities) are dependent on each other where there is a controlling relationship 

between them: 

• A legal entity is under the same direct or indirect control as another legal entity; or 

• A legal entity directly or indirectly controls another legal entity; or 

• A legal entity is directly or indirectly controlled by another legal entity. 

Control: Legal entity A controls legal entity B if: 

• A, directly or indirectly, holds more than 50% of the nominal value of the issued share capital or a 

majority of the voting rights of the shareholders or associates of B, or 

• A, directly or indirectly, holds in fact or in law the decision-making powers in B. 

The following relationships between legal entities shall not in themselves be deemed to constitute 

controlling relationships: 

a. the same public investment corporation, institutional investor or venture-capital company has a 

direct or indirect holding of more than 50 % of the nominal value of the issued share capital or a 

majority of voting rights of the shareholders or associates; 

b. the legal entities concerned are owned or supervised by the same public body.  

 

https://6740820.extforms.netsuite.com/app/site/hosting/scriptlet.nl?script=1509&deploy=1&compid=6740820&h=3636500049a47dba1f43
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Under this section, you can also add any contact to whom you wish to grant co-editor rights. To add a 

contact, you must introduce the full and correct e-mail address. At that point, you will be able to select the 

contact from the drop-down menu. 

If you cannot find your contact in the drop-down menu, you must ask the contact to register in NetSuite or 

to be added as the contact person of an organisation already registered in the system. 

We suggest granting co-editor rights only to a limited number of people and only when their direct 

contribution in filling in the Application Form is needed. 

If you have one or more co-editors assigned to your proposal, make sure no more than one user is working 

on the AF at the time. If more users are working simultaneously in the AF, the system will not be able to 

save the work of all users and this will cause a loss of information.  

We also suggest that only the creator of the AF doest the final submission of the proposal. 

 

If you click on the “+” button to add a contact but you cannot find the user, remember to click on the delete 

button otherwise the system will give you an error message when clicking on “save”.  

Before moving to the next tab, remember to click on the “save” button. 
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4. Project Scope 
For this whole section: we recommend you to prepare the answers offline and copy-paste them in the 

Application Form only once they are finalised. When filling in the final information in the system, we 

recommend you to save often (do not wait to have the whole tab completed before saving).  

Remember that you are not allowed to include any urls in your Application Form. 

Under the project scope tab, you will be asked to define the main objectives and the scope of your project: 

 

You will then be required to reply to all the call-specific questions, in particular: 

Excellence 

• Describe the applicant entity(s) track record in innovation and entrepreneurship support in the 

past 5 years  

• Describe the applicant entity(s) track record in the mobility sector related track record in the past 

5 years  

• Demonstrate your EIT Urban Mobility project implementation and connected KPI delivery 

experiences if applicable 

• Demonstrate your EIT Urban Mobility programme implementation implementation experience 

• Demonstrate your experience regarding the EIT Urban Mobility communication and dissemination 

(references to past events implementation, branding requirements etc.)  

Impact 

• Please explain your strategy to reach the offered KPIs and PFTs in the proposal for all  4 areas/work 

packages, or justify if you are not planning to be active in any of the areas.  

• Demonstrate a coherent and realistic plan to create a synergic national or regional cooperation 

programme with local strategic organisations, as part of the Financial Sustainability. 
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Quality of implementation 

• Please explain how you will manage the project to ensure effective and professional delivery of 

the project outcomes, and how you address the gender-balance within the team. 

You will then be asked to briefly outline what is your Financial sustainability strategy, your communication 

and dissemination plan, how you will address the gender and diversity dimension in your project activities, 

and how your project will integrate education, innovation and business creation. 

Under the risk management section, we ask you to outline the risks potentially related to your project. To 

add a risk, click on the “add new” button. 

 

You will be asked to choose the risk category, as well as the risk likelihood, from a drop-down menu: 
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At the end of the Project Scope tab, you will find the ethics and security section. 

 

If there are any ethics and security issues related to your project, please indicate which they are by selecting 

them from the drop-down menu (multiple selections are possible) and describe each of the categories you 

have selected: 

 
 

Before moving to the next tab, remember to click on the “save” button. 
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5. Work Plan 
5.1 Work Packages 
 

Under this tab, you are asked to build and define the operational structure of your project. You must 

therefore divide your planned activities into different Work Packages (WPs).  A WP is a component of the 

project work breakdown. It represents a group of project activities targeting common specific objectives. 

To each WP you can add the related deliverables.  

As indicated in the Call Manual, proposals must address at least two of the following areas (also called Work 

Packages): 

1. Local community building 
2. Impact Ventures support 
3. Innovation support 
4. Education support 
 
It is required to limit the number of WPs to a minimum of two and maximum of four.   

When describing the WPs activities for 2025, you are requested to divide them according to tasks. For the 

period 2026-2027-2028, a general description of the activities per year is sufficient.  

The creation of the WPs structure must be done before starting to work on the Budget tab: the WPs will in 

fact appear in the Budget tab, only after you have created in the WPs in the Work Plan tab. Following this 

same logic, once you remove a WP in the Work Plan tab, the related WP will disappear also from the Budget 

tab. 

 

Once you click on “new work package” a new window will appear where you can insert the details of the 
work package. The WPs will be automatically numbered by the system: do not include the WP number in 
the WP title, and make sure you give them a name that clearly reflects the type of activities covered. 
Example: Local community building 
 

Each Work Package will have a duration of 48 months, The start and end date of the WPs must be consistent 

with the start (01/01/2025) and end date (31/12/2028) of the overall project. 
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Remember that the WP leader must be included also under the WP contributors. The WP will in fact be 

created in the Budget tab, only for the partners that are listed as contributors under that specific WP. 

 

If you delete a WP, all deliverables linked to it will be deleted too. By deleting a WP the system will 

automatically re-number the other existing ones (if any). 

 

5.2 Deliverables 
 

Deliverables capture the achievement of key outputs and may take the form of analysis reports, feasibility 

studies, strategy documents, pilot action reports, training documentations. The deliverables specified need 

to fully demonstrate the project’s achievements and the judicious use of public funds. 

As indicated in the Call Manual, each proposal must include up to four mandatory deliverables per year to 

be delivered at the end of each year. Find below an example for 2025. The same requirement applies for 

the following years 2026-2027-2028, provided that the proposal covers the 4 WPs:  
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Once you save a WP, it will be possible to link deliverables to it. To do so, simply click on “add deliverable” 

and a pop-up window will open: 

 

 

The deliverables will be automatically numbered by the system: do not include the deliverable number in 

the title, and make sure you give them a name that clearly reflects the type of activities covered. Example: 

Summary of results Community building 2025. 
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If you delete a deliverable, all deliverables linked to it will be deleted too. By deleting a deliverable, the 

system will automatically re-number the other existing ones (if any). 

If your project is approved for funding, you will be asked to justify in a dedicated report the achievement 

of each deliverables foreseen: make therefore sure you only include meaningful deliverables and that the 

achievement date you indicate is plausible. 

5.3 Outputs and milestones 
 

To add outputs and milestones, simply click on the “add new” button: a pop-up window will open and you 

can insert.  

 

  

Outputs are tangible results, e.g. the concrete technology, product, service, method, design, patents, new 

jobs, new curricula, prototypes, concept, methodology, approach, skills and experience, etc. created by the 

project. 

Please include only the outputs referring to the selected KPIs and PFTs (no other outputs should be 

defined). 

Milestones are control points to chart the progress of a project implementation. They may correspond to 

the completion of a key deliverable that allows the next phase of work to begin.  
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Proposals are requested to indicate at least the following milestones for every year's plan. Example below 

for the year 2025. The same requirement is requested for the period 2026-2027-2028. 

 

 

5.3 Key Performance Indicators (KPIs) and Performance Funding 
Targets (PFTs) 
 

In the Application Form, the KPIs and PFTs linked to this Call are automatically included by the system. Read 

carefully the Call Manual.  

You will have to click on the “edit” icon and include the missing information.  

The KPI achievement date has to be 31/12/2028 for all KPIs/FTPs in the system. However, all the submitted 

KPIs and PFTs should be achieved annually. For instance, the KPIs and PFTs related to 

2025 should be achieved within the project year and no later than 31 December 2025, and so forth in 2026, 

2027 and 2028.  

For the period 2026-2028, the KPIs and PFTs may be slightly updated during the annual performance 

assessment. 
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Please indicate 0 as the target value and N/A as an Explanation next to the KPIs/PFTs that your proposal is 

not contributing to. In this case, you must also indicate a random KPI achievement date, responsible partner 

and contributing partner, otherwise, the system will prevent you from submitting your proposal.  

Before moving to the next tab, remember to click on the “save” button. 
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6. Supporting Documents 
Under this tab, we ask you to upload, as mandatory documents, the following documentation:  

• Self-declaration of competencies (template available on the Call webpage) 

• CVs in English of the key experts - for all three areas if applicable (template available on the Call 

webpage) 

• PFT budget proportion calculation table (template available on the Call webpage) 

• Project Budget Forecast for 2026-2028 (template available on the Call webpage) 

• Video pitch link: please upload a video link of a maximum of 4 minutes.  

Please make sure you only include these documents and use the templates when available.  

PFT Budget Proportion calculation: It is mandatory to fill in the 4 tabs (2025, 2026, 2027 and 2028) using 

the yellow cells only.  

The planned values for 2026-2027-2028 are considered preliminary and will be subject to review based on 

the yearly continuation assessment performance.  

 

 

Project Budget Forecast for 2026-2028: while the detailed budget for 2025 will be directly filled in 

the Budget section in NetSuite (see Section 7 below), the forecast for 2026-2027-2028 must be submitted 

as a supporting document using the template available on the Call webpage. The exact budget for 2026-

2028 will be revised and confirmed annually during a continuation assessment process. 

 

2025 Total budget of the application in 2025 30,000 Euro
PFT related budget part 7 %

Offered KPIs and PFTs

Mandatory KPI/PFT description KPI/PFT name
Min. 
value

Max. 
Value

Offered
Price per 
unit

Max total
Calculated 
Value

Final 
value

Impact Ventures EIT RIS Startups created of/for innovation - associated PFT CREA1 or CREA2 EITHE04.2 1 x 1 0 0 0
Community Building New RIS member of the KIC PFT CB1 1 3 1 2,000 6,000 2,000 2,000

Additional optional PFT description PFT name
Min. Max. Offered

Price per 
unit

Max total
Calculated 
Value

Final 
value

Innovation Agile calls (Raptor & SME growth) Any entity as commercial partner A3 0 3 0 1,000 3,000 0 0
Innovation Main & Targeted New entity as demo hosts M1 0 2 0 1,500 3,000 0 0
Innovation Main & Targeted New entity as technology expert partner M1 0 2 0 2,500 5,000 0 0
Innovation Main & Targeted New entity as commercial partner M1 0 2 0 3,000 6,000 0 0
Impact Ventures Startup Creation Programme Company gets registered/incorporated  in the RIS country.CREA1 0 3 0 1,000 3,000 0 0
Impact Ventures Startup Creation Programme Company gets registered/incorporated  in the RIS country and makes a sale worth 10k.CREA2 0 3 0 2,000 6,000 0 0
Impact Ventures Dealflow Programme | Growth Lab Where 1 unit means 5 startups subscribed to the premium Growth Lab (one year subscription is 1,700 EUR).DEAL1 0 2 0 850 1,700 0 0
Impact Ventures Dealflow Programme | Programmes Applicable programmes: Market Readiness Accelerator, Investment Readiness Programme, Rocket Up, Scale Up Programme.DEAL2 0 9 0 750 6,750 0 0
Impact Ventures Dealflow Programme | SIOC Startup pitches to EIT UM Investment Committee. DEAL3 0 2 0 1,000 2,000 0 0
Impact Ventures Dealflow Programme | SIOC Startup selected for an investment. DEAL4 0 2 0 2,000 4,000 0 0
Impact Ventures Dealflow Programme | EIC/EIB Startup signs a service agreement with EIT UM or its consultant to file an application to EIC Accelerator or EIB Venture DebtDEAL5 0 1 0 1,000 1,000 0 0
Impact Ventures Dealflow Programme | EIC/EIB Startups gets funded by the EIC or EIB. DEAL6 0 1 0 2,000 2,000 0 0
Impact Ventures Soft Landing Programme All 5 different options SL1 0 2 0 2,000 4,000 0 0
Impact Ventures EIT Jumpstarter Individual application JS1 0 5 0 300 1,500 0 0
Education Competence Hub New Competence Hub training course implementation ED1 0 3 0 2,000 6,000 0 0
Education RIS Education call Refer new beneficiaries of a RIS Education project ED2 0 2 0 1,000 2,000 0 0
Education Competence Hub Refer new major education player ED3 0 2 0 1,000 2,000 0 0
Education Existing local programmes Refer existing training initiatives at local level ED4 0 2 0 1,000 2,000 0 0
Education Master Courses New funding organisation to support master students ED5 0 2 0 2,000 4,000 0 0

Total PFT Budget 2,000

Value must be between 15% and 40% of 

the yearly total budget.  
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The budget shall be forecasted for each year separately (one tab per year to complete). Only the yellow 

cells must be completed. Three similar tables are given, one for each project partner. If proposals have less 

than 3 partners, only one table must be filled out. 

 

You can upload one document only per category: if you need to replace a document previously uploaded 

with a new version, simply click on “choose file” and upload the new document (which will automatically 

replace the one previously uploaded). 

 

Before moving to the next tab, remember to click on the “save” button, otherwise the upload will not be 

executed. 
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7. Budget for 2025 
The Budget section for 2025 is directly linked to the Work Plan tab. The Budget table is structured according 

to Work Packages (WPs) – and WPs appear in the Budget tab as soon as they are created in the Work Plan 

tab. This means that, deleting a WP under Work Plan will automatically delete that specific WP under the 

Budget tab as well. 

For this reason, we highly recommend you to fill in the Budget tab only once the Work Plan has been 

finalised and you don’t expect to make any additional changes to the WPs’ structure.  

At the top of the Budget tab you will find the summary table: this table will be automatically populated as 

soon as you start to include figures in the budget table of each partner organisation. 

By clicking on the title “total budget project” you can hide/unhide this table. 

 

Right under the total budget table, you will find one table per each one of the partners involved into the 

project. For each of them, only the Work Packages where they have been included as “contributor” will 

appear. 

The budget is divided according to the cost categories foreseen by the Horizon Europe Programme. You 

will be able to fill in all the cells which appear white.  

Each time you introduce a cost under a cost category, you must provide a brief explanation of which costs 

will be covered. Some examples: 

• 3.000 Euro under other goods and services “2.000 Euro for the catering and venue of event X; 

1.000 Euro for the fee of a professional trainer. 

https://www.eiturbanmobility.eu/wp-content/uploads/2023/04/EITUM_Eligibility-of-expenditure_v2.3_with-AnnexI-1.pdf
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• 5.000 Euro under travel “cost for the trip of two persons for each of the two project’s events X 

and Y”. 

• 60.000 Euro under employee “10.000 Euro for 0.5 Full Time Employees for the activities linked to 

Task X of WP X; 50.000 Euro per 3 Full Time Employees for the activities linked to Task X of WP X. 

 

You must also indicate the percentage of EIT funding (the part of the costs which will be covered by EIT) 

and the percentages of potential own and co-fundings. 

Own funding will be the costs covered by the partner directly; while co-funding will be costs covered by a 

third party. If any co-funding is foreseen, you must indicate who is covering it by selecting the right option/s 

from the drop-down menu (multiple selection is allowed): 
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You must repeat this process for each partner.  

Before moving to the next tab, remember to click on the “save” button. 

 

 

8. Submit Application Form 
We strongly recommend all applicants not to wait the last day/minute to submit the Application Form. 

You should ideally submit it with at least one day of margin: should you encounter any system error while 

submit the AF, EIT Urban Mobility staff will in fact be able to properly assist you. 

When your Application Form is correctly and fully completed, save it one last time and you can then submit 

it by clicking the “submit” button: 

 

If your Application Form has been not properly completed – i.e. some mandatory information have not 

been included – the system will not allow you to submit the AF and an error message will inform you about 

what is missing.  

Once an Application Form is submitted it will not be possible to revert the process any longer, nor to submit 

a new updated version. Make therefore sure that you submit the AF only once you are sure that the 

information introduced are final. 

After clicking “submit” a pop-up message will ask you to confirm or cancel your choice: 
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Once you click on OK, the browser will ask you to confirm if you want to leave the page or not: remember 

to click on “leave”.  

 

Once your proposal is submitted you will not receive any e-mail notification. The following message will 

however appear and your application will result not be editable any longer.  

 



 

 

 

26 

 

By going into the section “My applications” you will however be able to see the status of your application 

and therefore see if it was properly submitted.   
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9. Tips & Tricks  
Please find here below a recap of the main points of attention to follow in order to guarantee a smooth 

application process: 

• Start creating and filling in the Application Form at least 3 or 4 weeks before the submission 

deadline: in this way you can familiarise yourself with the Application Form and can let us know in 

due time if you are encountering any technical issues by writing an e-mail to 

pmo@eiturbanmobility.eu.  

• Do not include any external links (URLs) in the Application Form. 

• For tabs like the “Project Scope” one: prepare your descriptions in an offline document, and copy 

and paste the text in the online Application Form only once final. 

• If you have co-editors, remember that only one user at the time should work on the Application 

Form. 

• The Budget tab should be one of the last tabs to be filled in since the structure is directly linked to 

the Work Plan structure. 

• When you prepare the description of the Work Packages (WP), remember to describe the actions 

according to tasks for 2025(i.e. each WP should have Task 1, 2, 3…). 

• Save often: in this way you can make sure no information will get lost (if you stop working on the 

Application Form for some time, the system will log you out automatically without saving). 

• Do not wait the last day/minute to submit the Application Form: should you encounter any system 

error while submit the AF, EIT Urban Mobility staff will in fact not be able to properly assist you. 

mailto:pmo@eiturbanmobility.eu

