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1. Glossary of basic terms 

Applicant Entity from Poland applying for funding within the 
Programme (after receiving co-financing acts as the 
beneficiary and project promoter); 

Application The application form for the project under the Programme 
Promotion of Diversity in Culture and Arts Within European 
Cultural Heritage of the EEA Grants 2009-2014 with the 
attachments, submitted by the applicant to obtain the grant 
within the Programme; 

Audit Authority (AA) National public entity, functionally independent of the 
National Focal Point, the Certifying Authority and the 
Programme Operator, designated by the Beneficiary State and 
responsible for verifying the effective functioning of the 
management and control system. In Poland, the General 
Inspector for Treasury Control shall act as the Audit Authority 
and shall, together with the Department for Protection of EU 
Financial Interests of the Ministry of Finance and the 16 
Regional Treasury Control Offices, perform the functions of 
the said authority;  

Beneficiary  Applicant from Poland, with whom the Programme Operator 
has signed the financial agreement; acts as a project promoter; 

Bilateral Cooperation Fund Fund within the Programme aimed at facilitating networking,  
exchange, sharing and transfer of knowledge, technology, 
experience and best practice between the beneficiaries and the 
entities from the Donor States. Part of the Fund will be 
allocated to activities organised by the Programme Operator, 
aimed at facilitating the search for partners for partnerships 
projects with the Donors. The remaining part will be available 
for the successful applicants who will receive grants from the 
Programme, as a refund of expenditures incurred both by 
applicants and project partners in order to establish 
partnerships for the project and preparing the application; 

Certifying Authority (CA) National public body functionally independent of the Audit 
Authority and the Programme Operator, appointed by the 
Beneficiary-State for the purpose of certifying the financial 
information. In Poland, Department for Aid Programmes and 
Technical Assistance and Certifying Authority Department of 
the Ministry of Regional Development act as the CA for the 
Programme;  

Cooperation Committee  Committee under the Programme, of an advisory nature, 
consisting of the representatives of the Ministry of Culture 
and National Heritage as the Programme Operator and the 
Arts Council Norway as the Donor Programme Partner; 

Donor States The Kingdom of Norway, the Republic of Iceland, the 
Principality of Liechtenstein; 

EEA Financial Mechanism 
Committee (FMC) 

Committee established by the Standing Committee of the 
EFTA States to manage the EEA Financial Mechanism 2009-
2014; 

EEA Grants 2009-2014 European Economic Area Financial Mechanism (EEA FM) 
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2009-2014; 
Financial Mechanism Office 
(FMO) 

The office assisting the FMC in managing the EEA Financial 
Mechanism 2009-2014. The FMO, which is administratively a 
part of the European Free Trade Association, is responsible 
for the daytoday implementation of the EEA Financial 
Mechanism 2009-2014 on behalf of the FMC and serves as a 
contact point; 

Guide Applicant Guide; 
Monitoring Committee 
(MC)  

Committee established by the National Focal Point to review 
progress in the implementation of the EEA Financial 
Mechanism 2009-2014 towards reaching its expected 
outcomes and objectives;  

National Focal Point (NFP) National public entity designated by the Beneficiary State to 
have the overall responsibility for reaching the objectives of 
the EEA Financial Mechanism 2009-2014 and implementing 
the MoU. In Poland, the Department for Aid Programmes and 
Technical Assistance of the Ministry of Regional 
Development act as the National Focal Point;   

Programme Operator (PO) Entity responsible for the implementation and management of 
the Programme, granting financial support to the Applicants 
for the implementation of the projects. For the Programme, 
the Ministry of Culture and National Heritage acts as the 
Programme Operator; 

Programme Partner The Arts Council Norway; 
Project Specified as to an economically indivisible series of works 

fulfilling a precise technical function and with clearly 
identifiable aims related to the Programme under which it 
falls;  

Project co-financing Funding granted to the beneficiary by the Programme 
Operator for the implementation of the project; 

Project Partner Entity from the Donor States (Norway, Iceland, 
Liechtenstein), which participation is obligatory for the 
implementation of the project; 

Selection Committee  Committee responsible for the final recommendation of the 
projects eligible for co-financing within the Programme, 
appointed by the Minister of Culture and National Heritage, 
consisting of the representatives of the Programme Operator 
and the Arts Council Norway, local government and the 
representatives of nongovernmental organisations 
representing the four thematic areas of the Programme. The 
representatives of the Donor States and the National Focal 
Point shall be invited to participate in the meetings of the 
Selection Committee as observers; 

Team for the Proposals 
Appraisal 

Team carrying out content-related appraisal of the 
applications within the Programme. The Team consists of the 
Polish and Norwegian experts. 
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2. Introduction 

This in an Applicant Guide “How to apply for funds” for the Programme “Promotion of 
Diversity in Culture and Arts within European Cultural Heritage”. The Programme supports 
projects from a broad culture field. All projects are based on cooperation between institutions 
from Poland and from Norway, Iceland and Liechtenstein.  
 
The Applicant Guide “How to apply for funds” consists of important information about 
preparing an application. More detailed information on how to fill out the application form is 
to be found in the Instruction of completing the application to the Programme which is in the 
attachment to this Guide. This Guide is followed by the Guide “How to implement projects”.   
 
The Guide is addressed to potential applicants from Poland and partners from Donor States. 
The aim of the Guide is to present the Programme and to help the applicants and partners with 
the preparations of the projects.  

3. Background 

In the years 2004-2009 in Poland existed two Financial Mechanisms: European Economic 
Area Financial Mechanism and Norwegian Financial Mechanism within which, among others, 
projects from the field of culture were implemented. 
 
On 10 June 2011, were signed the Memorandum of Understanding on the implementation of 
the EEA Financial Mechanism and the Memorandum of Understanding on the 
implementation of the Norwegian Financial Mechanism for the years 2009-2014. Within the 
new edition the cultural projects shall receive the financial support from the EEA Financial 
Mechanism, that is EEA Grants. 
 
The Donors are the three EFTA (European Free Trade Association) States: Norway, Iceland and 
Liechtenstein, which together with the EU countries constitute the European Economic Area. 
 

3.1. General information on the EEA Grants  

EEA Grants - next to the structural funds – are the most important instrument supporting 
culture from the European funds.  
 
The main objectives of the EEA Grants are to contribute to the reduction of the economic and 
social disparities in the European Economic Area and to strengthen the bilateral relations 
between the Donor States and the Beneficiary State.  
 
Up to now, the so-called “soft” projects (non-investment) in the field of culture were co-
financed from the EEA Financial Mechanism and the Norwegian Financial Mechanism within 
the Cultural Exchange Fund. As a result of five calls for proposals 283 projects were 
submitted to the Fund. 72 projects received co-financing amounting over PLN 40 million. 
This allowed to organisation of more than 720 cultural events in Poland, Norway, Iceland and 
Liechtenstein, which were attended by more than 0.5 million viewers.  
 
At present, the financial support from the EEA Grants is available in the following priority 
areas: 
 

• protection and management of the environment; 
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• climate change and renewable energy sources; 
• civil society; 
• social development and human resources; 
• protection of cultural heritage. 

3.2. General information about the Programme  

On the basis of the Memorandum of Understanding on the implementation of the EEA 
Financial Mechanism 2009-2014, between Iceland, Liechtenstein, Norway and Poland, the 
Programme “Promotion of Diversity in Culture and Arts within the European cultural 
heritage” (hereinafter the Programme) was created. 

The objective of the Programme is cultural dialogue increased and European identity fostered 
through understanding of cultural diversity.  

The Programme contributes to the achievement of the EEA Grants objective by supporting 
activities aiming at broadening the cultural offer and diversity of presented artistic events, 
increasing artists' mobility, increasing citizens' active participation in culture, enhancing the 
quality of inter-institutional cooperation and reinforcing inter-cultural dialogue.  

The implementation of the Programme shall contribute to: 

• broadening the possibilities of accomplishing various artistic and cultural activities; 

• strengthening participation in culture and increasing cultural competences; 

• more profound understanding of cultural diversity and strengthening of inter-cultural 
dialogue; 

• strengthening of bilateral relations between Polish institutions and institutions from the 
Donor States. 

 
IMPORTANT:  Only "soft"/ non-investment projects with a non-commercial character  

will be eligible for co-financing from the Programme  
 

The Programme will allow to develop of contacts in relation to cultural exchange and 
exchange of good practices in this area between Poland and the Donor States: Iceland, 
Liechtenstein and Norway. It is a Partnership Programme implemented by the Ministry of 
Culture and National Heritage as the Programme Operator and the Arts Council Norway as 
the Programme Partner with the support of the Norwegian Directorate for Cultural Heritage. 

3.3. Financing of the Programme 

The total allocation of the Programme amounts to EUR 11 111 111, out of which EUR 10 000 
000 comes from the funds of the EEA Financial Mechanism and EUR 1 111 111 shall be 
provided by the Polish side. Approximately 70% of the allocation for projects implementation 
costs (i.e. re-granting) shall be spent on support of large projects and approximately 30% shall 
be spent on small projects. 

The Programme Operator sets aside a share of the Programme budget for the needs of the 
Bilateral Cooperation Fund. More information about the Fund is to be found in section 4.6. of 
this Guide. 
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3.4. Institutional system 

The system of operation and implementation of the Programme consists of the following 
institutions: 
 

• Programme Operator 
• National Focal Point 
• Certifying Authority 
• Audit Authority 

 
 
Programme Operator Ministry of Culture  

 and National Heritage 
Department for European Funds 
Financial Department  
Budget and Administration Bureau 
Internal Audit and Control Bureau 

 
 
 
 Ministry of  
     National Focal Point Regional Development 

Department for Aid Programmes and 
Technical Assistance 

 
 
 
Certifying Authority Ministry of    

Regional Development 
Department for Aid Programmes and 
Technical Assistance /  
Certifying Authority Department 

 
 

 
 Audit Authority General Inspector  

of Treasury Control 
 
Ministry of Finance 
Department for Protection of the EU 
Financial Interests 
 
16 Regional Treasury Control 
Offices 

 

3.5. Programme Partner 

The Arts Council Norway is a so-called Programme Partner, and assists the Polish Ministry of 
Culture and National Heritage in implementing the Programme.  

The Arts Council will promote the Programme towards the Norwegian cultural sector, 
through seminars and workshops, publishing information about calls and advising the 
Norwegian cultural operators. Interested Norwegian cultural operators can contact the Arts 
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Council for information about the Programme. Polish applicants can ask the Arts Council for 
assistance in partner search. The Arts Council will also be involved in and organize measures 
to facilitate partner search. The Directorate for Cultural Heritage will assist the Arts Council 
Norway in tasks related to cultural heritage. 

The Arts Council’s work with the Programme is carried out in close cooperation with the 
Programme Operator. Representatives of the Arts Council meet with the Polish Ministry of 
Culture and National Heritage on a regular basis in the Cooperation Committee. The Arts 
Council Norway will also take part in the Selection Committee. 

4. Necessary conditions to receive co-financing  

Projects submitted within the Programme must meet certain requirements, ie. must belong to 
the specific thematic areas, be among the eligible types of activities and the applicants must 
belong to the catalogue of entities eligible to apply for the funds, indicated by the Programme 
Operator. 
 
 

IMPORTANT: All submitted applications must be based on partnership cooperation 
between Polish entities and the entities from the Donor States. 

 

4.1. Who can apply?  

Polish entities eligible to apply for funds within the Programme are: 

• national and local government cultural institutions, film institutions1;  

• public artistic schools and universities; 

• public universities (in the case of projects implemented by their artistic faculties as 
well as faculties concerning cultural studies, history, cultural heritage, culture 
management);  

• state archives;  

• local government units and their associations;  

• non-governmental organisations from the field of culture. 

 
    IMPORTANT: Only Polish entities can apply for grants within the Programme.  

 

4.2. Thematic areas 

The submitted projects must belong to one of the four thematic areas: 

• artistic and cultural education ; 

• cultural heritage2; 

                                                 
1 Film institutions will be allowed to apply for funds until - in accordance with the amended act on conducting 
cultural activity - their transformation into cultural institutions in 2012. Transformation into cultural institution  
shall not relieve the institution of the duty of respecting the agreement provisions related to the implementation 
of project co-financed from the EEA Grants. 
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• music and stage arts; 

• fine and visual arts. 
 

 
IMPORTANT: It is required to indicate one leading thematic area in which the project is set. 

 
 

4.3. Types of activities 

Types of activities to be implemented within the Programme include: 

• organisation of exhibitions, performances, concerts, festivals (including film festivals) 
and other artistic events; 

• supporting cooperation and exchange of artists  within inter alia visual arts, stage arts, 
music, photography, film and others; 

• supporting cooperation of artistic schools and universities; 

• collaboration of experts in the field of modern conservation techniques (including 
digitalisation of cultural goods3); documentation; protection, conservation and 
promotion of cultural heritage; combating threats to cultural goods, including 
prevention of crimes against monuments and cultural goods; national heritage 
management; 

•  inter-institutional cooperation between cultural institutions and archives. 

 
 

       IMPORTANT: It is possible to combine the above specified types of activities. 
 
 

4.4. Level of co-financing and value of the grant  

The level of co-financing for the projects within the Programme is up to 90% of the total 
eligible costs of the project. Thus, the Applicants are required to provide their own 
contribution of at least 10% of the total eligible costs of the project and to cover the ineligible 
costs from their own resources4. 
 
    
        IMPORTANT: In-kind contribution is non-eligible. 
 
 
In the case of national institutions, state archives and artistic schools and universities under 
the Polish Ministry of Culture and National Heritage, due to the fact that they are fully 
financed from the state budget, MCNH also provides its own contribution to the project. 

                                                                                                                                                         
2 Projects from cultural heritage area may also concern tangible and intangible heritage as well as literature and 
archives. 
3 Investments linked to digitalisation of cultural goods will not be eligible within the Programme. Support for 
investment  projects will be possible within the Programme “Conservation and revitalisation of cultural heritage” 
within EEA Grants 2009-2014. 
4 This contribution can be also provided by the project partner/s. 
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Within the Programme, the 70% of the allocation for the projects implementation (that is re-
granting) will be spent on support of large projects while 30% of the allocation - on support of 
small projects. 

Grant value for the project: 
 

Project Minimum grant value Maximum grant value 

small EUR 50 000 EUR 150 000 

large above EUR 150 000 EUR 1 000 000 

 
 
    IMPORTANT: Euro exchange rate is calculated separately for each call for proposals. 
 

4.5. Partnership projects 

All applications submitted must cooperate with partnership cooperation of Polish entities with 
entities from the Donor States. The partnerships projects should aimed at building fruitful and 
long-term cooperation between Poland and the Donor States through  exchange, sharing and 
transfer of knowledge, technology, experience, good practices, etc. 
 

 
IMPORTANT: All projects must have a project promoter from Poland (beneficiary)  
                            and project partner(s) from one or more of the Donor States. 
 

A partner participating in the project implementation should meet the following requirements: 

• originates from the Donor States (Iceland, Liechtenstein, Norway); 

• its participation in the project is reasonable and at the stage of submitting an 
application it is accompanied by a letter of intent or a partnership agreement, and 
at the stage of  signing a financial agreement - a partnership agreement; 

• does not draw profits from the participation in the project; 

• belongs to one of the following entities groups: 

- cultural institutions 

- artistic school and universities 

- independent artistic departments at universities 

- archives  

- local government units 

- non-governmental organisations from the field of culture 

- non-profit economic entities from the field of culture5. 

 

 

                                                 
5 The above catalogue of partners results from the specificity of the cultural sector in the Donor States. 
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IMPORTANT: The applicant must be a Polish entity (and after receiving 

    the grant shall act as a beneficiary and project promoter).  
Therefore, Polish entity shall not be considered as a project partner.  
It still may participate in the project as a co-operating institution,  
but the costs incurred by it shall not be eligible within the project. 

 
 
The parties are required to sign a letter of intent or a partnership agreement at the stage of 
applying for co-financing. In the case of a letter of intent, the applicant must provide to the 
Programme Operator the partnership agreement before signing the financial agreement. A 
template for a partnership agreement is available on the website of the Programme. The 
agreement may be adjusted by mutual consent between the parties signing it, according to the 
specific nature of the project. 
 
 

IMPORTANT: Project partner/s must sign the partnership agreement/s with applicant  
(and the letter of intent - if submitting at the application stage).  

 
 
 

IMPORTANT: Partnership agreement shall be prepared in accordance with the  
art. 6.8. of the Regulation on the implementation of the EEA FM 2009-2014 .  

 
 

4.6. Bilateral Cooperation Fund 

The funds available within the Bilateral Cooperation Fund aimed to support the projects 
preparation (e.g. study visits, exchange of knowledge/good practices). The funds will be 
available only for applicants who will receive grants from the Programme, as a refund of 
expenditures incurred both by applicants and project partners in order to establish 
partnerships. 

If the applicant applies for funds from the Bilateral Cooperation Fund, it is obliged to fill the 
last part of the application form concerning the reimbursement of costs incurred by the 
applicant and partner/s for establishing partnerships (the applicants will submit to the 
Programme Operator a financial statement of properly documented expenditures in the 
application form that are compliant with the Fund rules).  

The applicants may apply for a 90% reimbursement of eligible costs incurred within the 
Bilateral Cooperation Fund. The remaining costs of the project shall be provided by the 
applicant6. The level of reimbursement will depend on the available amount of funds, but it 
shall not exceed EUR 6 300.  

 
 

IMPORTANT: The level of reimbursement within the Fund will depend on the available 
allocation, however the expenses incurred by beneficiaries and partners  

within the Fund shall not exceed EUR 6 300. 

                                                 
6 If the applicant is an entity which belongs to the budget-line of the MCNH the grant rate can be 100%. This 
contribution can be also provided by the project partner/s.  
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The following categories of expenditures are eligible within the Bilateral Cooperation Fund:   

− Fees and travel costs for participation in conferences, seminars, courses, meetings and 
workshops; 

− Travel costs for study trips; 

− Travel and salary costs for visits by experts; 

− Costs of conferences, seminars, courses, meetings and workshops; 

− Promotional and informational activities; 

− External consultancy fees; 

− Purchase of data necessary for the preparation of the application. 

 
          IMPORTANT: Travel costs include subsistence allowance. 
 

Expenditures incurred and refunded from this Fund will be eligible from the date of thie 
signing of the agreement on the Programme, that is 9th of May 2012 to the day of submitting 
the application to the Programme Operator. 

 
 

    IMPORTANT: The initial date of the eligibility of the costs within the Bilateral 
Cooperation Fund is the date of signing the agreement on the Programme,  

that is 9th of May 2012. The final date is the day of submitting the application to the 
Programme Operator 

 
 

5. Detailed rules concerning co-financing for the projects within the Programme 

5.1. Project budget 

 
Only eligible costs of the project are covered with the co-financing. The applicant, as an 
attachment to the application, shall submit the planned budget of the project rounded to whole 
PLN both in Polish and English language version. In the application form the budget of the 
project is also presented in EUR (the amounts will be automatically converted into EUR by 
the application generator).     

5.2. Budget categories  

The project budget consists of the following categories: 

Costs of project content-related actions: 
• Costs of materials and services related to the organisation and service of events within the 

project 
• Costs of project information and promotion 

• Costs of publications, studies and analysis 
• Costs of remuneration of artists and experts involved in project implementation 

• Costs of travel, accommodation and food for people participating in the project 
• Licence fees 
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• Cost of equipment indispensable for the implementation of the project content-related 
activities 

 

Management costs: 
• Costs of remuneration of people operating the project 

• Costs of materials and services indispensable for running the project 
• Fees (notarial fees, bank fees for opening and managing an account) 
• Costs of renting and hiring office space for the project 

• Costs of electricity, gas, water, internet and other indirect costs. 
 

 
IMPORTANT: The renumeration costs of people operating the project can not be increased 

during the implementation of the project.  
 
 
In other categories of the eligible costs, the Beneficiary has a possibility to make financial 
shifts between the categories of up to 20% of the total eligible cost of the project (by 
increasing or decreasing the value in a given category). Financial shifts above this limit will 
need the Programme Operator’s approval and the change of the financial agreement. 

 
 

IMPORTANT: According to the art. 6.7. k of the Regulation on the implementation of the 
EEA FM 2009-2014 applicant may create in the project budget a category of the eligible 

costs named “contingency” for up to 5% of total eligible cost of the project.  
The funds available within the “contingency” shall be used for the unforeseen costs within 

the project, but cannot be spent on remuneration costs of people operating the project. 
 

 

5.3. Eligibility period and eligibility of costs 

The first date of eligibility of project costs is the day of awarding the project grant (that is 
signing of a decision on co-financing the project by the Minister of Culture and National 
Heritage based on the recommendation made by the Selection Committee). 
 
The detailed framework for the eligibility of costs for each project will be individually 
specified in the financial agreement signed between the Beneficiary and the Programme 
Operator, and the final date of the eligibility shall not go beyond 30 April 2016. 

 
 

IMPORTANT: The final date of the eligibility of the costs for the projects 
cannot go beyond 30 April 2016. 

 
 
The list of the possible eligible costs of the project incurred by the beneficiary and partner/s is 
presented below: 
 
a) Costs of project content-related actions: 



 14

• Costs of materials and services related to the organisation and service of events within 
the project 

• Costs of project information and promotion 
• Costs of publications, studies and analysis 
• Costs of remuneration of artists and experts involved in project implementation 

comprising actual salaries plus social security charges and other statutory costs 
included in the remuneration 

• Costs of travel, accommodation and food for people participating in the project 
• Licence fees 
• Cost of equipment indispensable for the implementation of the project content-related 

activities 
 
 
     IMPORTANT: The cost of purchasing new equipment is an eligible cost only in justified 

cases and only when the equipment is not entered as a capital expenditure. 
 
 
b) Management costs: 
 

• Costs of remuneration of people operating the project comprising actual salaries plus 
social security charges and other statutory costs included in the remuneration 

• Costs of materials and services indispensable for running the project 
• Fees (notarial fees, bank fees for opening and managing an account) 
• Costs of renting and hiring office space for the project  

• Costs of electricity, gas, water, internet and other indirect costs. 
 

   
IMPORTANT: The method of calculating, maximum amount and settlement of  

       indirect costs must be in accordance with art. 7.4. and 7.13. of the Regulation on the 
       implementation of the EEA FM 2009-2014. The method of calculating the indirect costs 

and its maximum amount shall be determined in the project contract. The method of 
calculation of indirect costs of a project partner shall be stipulated in the partnership 

agreement between the project promoter and the project partner. 
      
 

Within the Programme, the following are non-eligible: 

• Purchase of land and real estate; 

• Amortisation and purchase of fixed assets, including purchase of musical instruments; 

• Awards, scholarships and penalties; 

• In-kind contribution, including voluntary work; 

• Charges for financial transactions and Rother purely financial costs, except costs 
related to accounts required by the FMC, the National Focal Point or the applicable 
law and costs of financial services imposed by the project contract; 

• VAT when legal provisions allow for its recovery. 
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IMPORTANT: Within the Programme the implementation of the projects in all the 
EEA countries (also outside Poland, Norway, Iceland and Liechtenstein) and the states 

associated with the EU will be possible. Entities from the countries other than 
Norway, Iceland, Liechtenstein may participate in the projects as co-operating 

institutions, but the costs incurred by them shall not be eligible within the Programme. 
 

 

5.4. Revenue in the project 

Projects must ensure public access to culture and shall not be of commercial character. Within 
the Programme only "soft"/ non-investment projects will be eligible for co-financing.  

In case of any economic benefits in projects, the general rule in art. 5.4.2 of the Regulation on 
the implementation of the EEA Financial Mechanism 2009-2014 shall be followed.  

In the case of obtaining revenue during the project implementation it should be subtracted 
from the grant value at the application stage. If during the project there is a higher revenue 
than estimated, then with the approval of the Operator it is possible to use it for the new 
substantive project-related activities or for additional informational and promotional activities 
(not for the management costs). Each time, in such a situation the Beneficiary is obliged to 
submit to the Operator proposals of activities for which revenue will be allocated. Only after 
the Operator’s approval, the costs of these activities will be considered eligible. If not, the 
additional revenue should be subtracted from the last tranche of the grant, which will be paid 
in the form of reimbursement of incurred expenditures based on the approved final financial 
report.  

5.5. State aid and public procurements 

Pursuant to art. 4 of the Protocol 38a to the EEA Agreement while implementing the EEA 
Grants 2009-2014 rules relating to state aid shall be followed. Within the Programme only 
non-commercial projects will be eligible for co-financing. The catalogue of applicants is 
limited to entities that by definition do not act for profit.  

In case of the entities conducting economic activity, the support provided shall be examined 
in terms of the cumulative occurrence of the following conditions of the state aid: 

• there has been an intervention by the State or through State resources; 
• the intervention confers an advantage on the terms more favorable than those offered 

on the market; 
• the intervention is on a selective basis (favoring the individual or some entrepreneurs 

or the production of certain goods); 
• competition has been or may be distorted and the intervention is likely to affect trade 

between Member States. 

Awarding grants within the Programme shall ensue accordingly to the conditions of the 
admissibility of state aid as defined in the Community law. The Programme applicants are 
expected to complete a declaration of the state aid (information on de minimis aid received 
during the last three years, including a certificate of the state aid, obtained from the entities 
which provided aid to the applicant or the information about the received state aid other than 
de minimis aid). These statements shall be also submitted by the applicants who did not 
receive this aid. Statement is a part of the application form. 
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Verification of compliance with the rules of state aid will be conducted at the stage of formal 
appraisal by the Programme Operator. Compliance with the criteria concerning state aid 
(transparency, necessity and proportionality) will be verified during the process of monitoring 
and control of the projects being implemented. 

All expenditures incurred within the projects shall be made on the basis of rules of 
competitiveness and transparency, in accordance with provisions of Public Procurement Law. 
If the agreements concluded within the Programme are below the national or EU thresholds 
set for the public procurements or beyond the scope of the Public Procurement Law, the 
beneficiary should follow the best economic practices, allowing a full and fair competition 
between the potential contractors. 

6. Application  

The application form is prepared by the Programme Operator, and its template is available on 
the website. The applicant shall complete an application in accordance with the Instruction of 
completing the application to the Programme, using the application generator. 

 
 

IMPORTANT: The application form is in Polish and English. 
Both language versions are identical and are included in the application form. 
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Submitting the application to the Programme Operator 
 
 
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6.1. Preparation of the application form 

The application form must be completed in the application generator. The generator is 
available only during the call for proposals. 
 
Before completing the application form one should carefully read this Guide, the Instruction 
of completing the application to the Programme and other documents available on the 
Programme website. 
 
The application form must be completed in the first part in the Polish language, and in the 
second - in English, in the boxes indicated on the form and one must comply to restrictions on 
the number of characters. The information provided should be presented in a clear and logical 
way. After completing the application form, it should be printed. Three copies of the 
application form on paper shall be signed and initialled by the person authorized to make 
declarations on behalf of the institution (in accordance with the current copy of the National 
Court Register or another relevant register) and delivered to the office of the Programme 
Operator, together with three sets of the required attachments. In addition, the scanned 
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application form with all attachments must be provided on electronic media to the office of 
the Programme Operator in three copies. 

6.2. Attachments to the application form  

The list of the required attachments within the Programme: 
 
Documents at the application stage: 

1. Letter /s of intent  /  Partnership agreement /s; 
2. Power of attorney document (if applicable); 
3. The statute (for non-governmental organisation); 
4. Document confirming the own contribution into the project; 
5. The planned budget for the project in PLN (according to the templates developed by 

the Programme Operator). 
 

Documents before signing the agreement on the project: 
1. Partnership agreement /s (if at the application stage the letter/s of intent were 

attached).  
 
 

The following documents shall be submitted as a documents confirming the own 
contribution into the project: 

• Local government unit budget resolution (or the draft resolution) for the year 
concerned, including indication of items in which funds for implementation of the 
project are reserved; 

• Promise of the governing authority (AT the stage of applying) and budget 
resolution or its draft version (at the stage of signing the financial agreement); 

• Document from bank: current account statement or confirmation by the 
applicant’s/Partner’s bank that his bank account holds a sufficent amount to finance 
own contribution; facility letter; bank guarantee.  

 
 

IMPORTANT: The planned budget for the project in PLN and the Letter of Intent / 
Partnership Agreement shall be submitted in Polish and in English.  

A document confirming the own contribution into the project shall be submitted  
in both language only in case when this contribution is provided by the Donor partner.  
In case the own contribution to the project is provided by the applicant, the document 

confirming its possession shall be submitted only in Polish.    
The other required attachments must be submitted only in Polish version. 

 
 

6.3. Submitting the application  

The announcement on the call for proposals will be published on the Programme Operator 
website, on the Arts Council Norway website and in the Polish nationwide press. The call for 
proposals will be open for at least 2 months.  
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Submission of the application forms for co-financing within the Programme is a two-way 
process. The applicant shall register through the electronic application generator EBOI and 
send it through the system. 
 
The applicant shall submit to the Operator: 

• 3 sets of documents (application form and attachments) on paper, that is: 

− 3 originally signed and initialled copies of the application form.  
After completing the application form through the electronic application generator, it 
must be printed in three copies. The application form shall be signed and initialled by 
the persons authorized to represent the institution. The authorized persons shall initial 
the application form on each page, and on the last page they sign and stamp. 

− 3 sets of annexes (sets may be a copy certified as true copy by a person 
authorized to give such confirmation).  

All attachments must be marked with the appropriate number (in accordance with the 
list of attachments), initialled on each page, and on the last page signed and stamped 
by the authorized person(s).  

• 3-CD/DVD with the set of scans of the signed application documents. 
 
Each copy of the application together with attachments and 3 CD / DVD should be stapled in 
a separate, complete set. Attachments of a format larger than A4 shall be fold to this format. 
 
Deadline for submitting the documents will be determined in the announcement on the call for 
proposals. The application form with the attachments shall be delivered in envelope or parcel, 
through the post, dispatch-rider or in person under the address: 
 

Ministry of Culture and National Heritage 
Department for European Funds 

ul. Krakowskie Przedmieście 15/17  
00– 071 Warszawa 

 
The envelope or parcel containing the complete application must bear the following wording: 

• The application for the project co-financing within the Programme “Promotion of 
Diversity in Culture and Arts within the European cultural heritage”; 

• Full name of the applicant; 
• Address of the applicant; 
• Project title. 

7. Rules of appraisal and selection of applications 

 
After closing the call for proposals, a formal and content-related appraisal of the applications 
will be carried out. The formal appraisal will be carried out by the Ministry of Culture and 
National Heritage as the Programme Operator. The content-related appraisal will be carried 
out by the Team for the Proposals Appraisal, consisting of the experts from the Ministry of 
Culture and National Heritage and Norwegian experts. The final recommendation of the 
projects for co-financing is made by the Selection Committee. The Minister of Culture and 
National Heritage signs a decision on the co-financing of the projects. 
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7.1. Application appraisal and selection process scheme 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7.2. Formal appraisal 

The formal appraisal lasts 10 working days from the date of completion of the call for 
proposals. The Operator, when assessing, may identify the occurrence of inconsistencies, 
lacks or obvious errors in the application documents, which can be supplemented within 3 
working days from the day of sending the notification letter by the Programme Operator. In 
this case, the Operator sends to the applicant a request to make a correction or explanation.  
 

 
IMPORTANT: The formal appraisal of the applications will be paused during the 

supplementing procedure. 
 
 

The Operator on the basis of the result of the formal appraisal, shall: 
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• qualify the application to the content-related appraisal, 
• reject the application because of the failure to comply with at least one formal 

criterion. 
 
After the formal appraisal, the applicant shall be informed in writing of the approval of the 
application for further appraisal or rejection of the application with giving the reasons for 
rejection. 

If the application was rejected because of the failure to meet the formal criteria, the 
information about the rejection also includes an instruction on the possibility of an appeal 
procedure as well as the date and place for lodging an appeal. 

If the application does not meet the formal requirements or it was uncompleted or improperly 
supplemented on the request of the Operator, it shall be returned to the applicant. One copy of 
the application remains at the Programme Operator. 
 
7.2.1. Formal criteria 
 
The formal criteria shall consist of: 
 
Administrative criteria: 
 

• Was the application submitted to the Operator within the prescribed period?  
- electronic version 
- printed version 

• Was the application in the printed version prepared on the appropriate form and in 
accordance with the instruction of completing the application form?  

• Where 3 original applications submitted together with 3 sets of attachments in the 
printed version, as well as 3 electronic copies?   

• Was the application form completed in both Polish and English?  
• Are copies of the application form complete?  
• Are submitted documents internally consistent?  
• Is the electronic version consistent with the printed version? 

 
Eligibility criteria: 
 

• Is the Applicant authorised to apply for the co-financing?  
• Is the type of the project eligible and compliant with objectives of the Programme?  
• Does the application fulfil the partnership requirement?  
• Is the requested amount consistent with the guidelines for the Programme?   
• Does the date of completion of the project exceed the prescribed deadline for 

eligibility of expenditures within the project?  
• Were costs properly classified as eligible and ineligible? 

 
Bilateral Cooperation Fund (if applicable): 
 

• Are the indicated measures / costs eligible?  
• Is the requested amount of co-financing consistent with the BCF guidelines? 
• Is the date of incurring expenses within the allowed period of eligibility? 
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7.2.2. Supplementing procedure 
 
During the formal appraisal, the Programme Operator may carry out a supplementing 
procedure. The aim of the supplementing procedure is to enable applicants to correct certain 
lacks or obvious errors. In such a case, the Programme Operator will ask the applicant to 
supplement the application. The supplementing procedure shall be completed within 3 
working days.  
 
Only the following may be supplemented during the supplementing procedure: 
 

1. Lack of stamp and signatures of persons authorized to represent the applicant on the 
application form or attachments 

2. Lack of initials on every page of the application form and attachments 
3. Not certified copy of the required pages of the submitted documentation 
4. Lack of the required attachments or wrong number of attachments 
5. Lack of CDs/DVDs with the application documents, wrong number of CDs/DVDs; 

lack of required scanned documents on the CDs/DVDs; unreadable CDs/DVDs 
6. Lack of consistence (for instance between the budget in the application form and in the 

attachment; between the printed and the electronic version of the submitted 
documentation; between Polish and English parts of the application form; between 
Polish and English versions of the documents) 

7. Wrong number of printed copies of the documentation 
8. Documentation filled in the wrong language in Polish and English part of the 

application form 
9. Inadequate classification of eligible and non-eligible costs of the project 
10. Additional supplements of the application requested by the Programme Operator 

 
The following mistakes cannot be supplemented within supplementing procedure and will 
cause a rejection of the application from the Programme: 

1. Submitting of the application after the prescribed period  
2. Submitting the application form on a wrong template 
3. Submitting the application form without using the electronic system EBOI 
4. Submitting the application form through the electronic system EBOI from the account 

of another applicant 
5. Lack of at least one page of the application form 
6. Non-eligible type of the applicant 
7. Non-eligible type of the project 
8. Non-compliance with the Programme objectives 
9. Failure to demonstrate cooperation with a partner from the Donor States 
10. Amount of co-financing not compliant with the Programme guidelines 
11.  Project exceeding the eligible period of incurring the expenditures 

 
The Bilateral Cooperation Fund (if applicable) 
 
The following may be supplemented during the supplementing procedure:  
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1. Inadequate classification of eligible and non-eligible costs within the Bilateral 
Cooperation Fund 

2. Activities exceeding the eligible period of incurring the expenditures within the 
Bilateral Cooperation Fund 

3. Additional supplements of the application requested by the Programme Operator 
 

The following cannot be supplemented within the supplementing procedure and will cause a  
rejection of the application from the Bilateral Cooperation Fund: 

1. Amount of co-financing not compliant with the Bilateral Cooperation Fund guidelines. 
 

 
     IMPORTANT: Rejection of the application from the Bilateral Cooperation 
                 Fund does not mean the rejection of the application from the Programme.     

7.3. Content-related appraisal 

The projects that meet all formal criteria are subject to content-related appraisal. The content-
related appraisal of applications lasts 25 working days (in exceptional cases it can be extended 
to 35 days).  
 
After the content-related appraisal, the applicant shall be informed in writing of the results of 
the content-related appraisal and on the possibility of an  appeal procedure as well as the date 
and place for lodging an appeal. The applications that after the appeal procedure are not 
included in the list of the recommended projects (and possibly the reserve list), shall be 
returned to the applicant. One copy of the application remains at the Programme Operator. 

 
7.3.1. Content-related criteria 
 
The content-related criteria shall consist of: 
 
Criteria for appraisal of the project budget  
 

• appraisal of expenditures within the project – expenditures for artistic / content-related 
activities; 

• appraisal of expenditures within the project – expenditures for the project 
management; 

• appraisal of the accuracy of the budget accounting; 
• level of the applicant’s own contribution financing. 

 
Criteria for the project management appraisal: 
 

• appraisal of the institutional analysis of the applicant;  
• appraisal of the institutional analysis of the partner(s); 
• appraisal of the project management;  
• appraisal of the importance of the project for the future cooperation of the applicant 

and the partner;  
• appraisal of the schedule for the implementation of the project;  
• appraisal of the risk analysis;  
• appraisal of the indicators. 
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Other substantive criteria: 
 

• appraisal of the need for the implementation of the project; 
• appraisal of the artistic value / the importance and the relevance of the project; 
• appraisal of the geographical scope of the project; 
• appraisal of the complexity and many-sidedness of the project;  
• appraisal of impact of the project on local communities and the evaluation of social 

aspects; 
• appraisal of promotion of the cultural diversity 
• appraisal of the partnership in the project; 
• appraisal of information and promotion. 

 
Only projects that receive at least 60% of possible points to obtain at the content-related 
appraisal (counting separately for the criteria for appraisal of the project budget together with 
the project management appraisal and for the other substantive criteria) will be placed at the 
ranking list.  

7.4. Appeal procedure 

The applicant may appeal against the formal and the content-related appraisal. In both cases, 
the appeal procedure is two-instance. First, the applicant shall submit an appeal to the 
Programme Operator, within 7 days from receiving the information on the appraisal result and 
on the possibility of lodging an appeal. In the case of a negative consideration of an appeal by 
the Programme Operator, the applicant may submit the re-appeal to the National Focal Point 
within 7 days of the receipt of notification of the result of the appraisal and the possibility of 
lodging an appeal. National Focal Point can sustain the decision of the Programme Operator, 
or send the application for reassessment. The decision of the National Focal Point is final and 
an appeal can not be lodged. 
 
The Programme Operator or the National Focal Point shall consider the appeal within the 
following deadlines: 

• appeal from the formal appraisal: 10 days, 
• appeal from the content-related appraisal: 15 days. 

 
7.4.1. The scheme of the appeal procedure  
 
The following scheme is applicable both for the formal and content-related appraisal. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Programme Operator 
 

Notification for the applicant of the result of the appraisal and the possibility to 
lodge an appeal 

Applicant 
 

Lodging an appeal to the Programme Operator 
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Consideration of the appeal 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7.5. Selection of projects for co-financing 

 
After the completion of an appeal procedure, as a result of the appraisal a ranking list of 
projects, from the ones that were given the highest number of points to the ones with the 
lowest number of points, is prepared.  
 
The list shall be submitted to the deliberations of the Selection Committee, which 
recommends projects for co-financing. The Selection Committee consists of representatives of 
the Programme Operator, Arts Council Norway, representatives of local government and 
representatives of non-governmental organisations representing the four thematic areas of the 
Programme. Representatives of the National Focal Point and the Donor States are invited to 
participate in the meetings as observers.  
 
The Selection Committee, on the basis of the ranking list of eligible projects of the Team for 
the Proposals Appraisal submitted by the Programme Operator, reviews and recommends a 
list of projects for co-financing. Apart from the basic list of recommended projects, the 
Committee may also indicate projects that should be on the reserve list. The Selection 
Committee makes a final decision on which projects are supported, which is not subject to 
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review by the Programme Operator. The Minister of Culture and National Heritage signs the 
decision on projects qualified for co-financing on the basis of the recommendations of the 
Selection Committee. 

 
 

IMPORTANT: The decision of the Selection Committee is final  
and an appeal can not be lodged. 

 
 
After the signing of a decision by the Minister of Culture and National Heritage the 
Programme Operator shall inform the applicant about the results of the call and publish the 
approved recommended list together with reserve list on the website. 

8. Information and promotion 

All activities concerning information and publicity on the EEA Grants aim at raising 
awareness among the wide circle of recipients about the possibilities of financing various 
undertakings within the Programme and results of the completed projects. 

Information and publicity are to ensure openness and overtness of all activities carried out, 
enable an easy access to relevant information in Poland and in the Donor States, that is 
Norway, Iceland and Liechtenstein as well as contribute to effective implementation of the 
Programme.  

Promotional activities run by the beneficiaries and partners should be adjusted to the needs of 
a given project. Promotion at the project level should lead to making public that the project is 
co-financed by the EEA Grants. 
 
Detailed information on the information and promotion activities within the project are set in 
the document titled Communication and Design Manual. 
 
Information and promotion activities for the project shall be carried out in accordance with 
the developed Communication Plan, which is a part of the application form. 
 
The following logotypes shall be included in all promotional materials: 
 
 
 
 
 
 
 
and the following phrase (depending on which language the promotional materials have been 
prepared):  

• Wsparcie udzielone przez Islandię, Liechtenstein oraz Norwegię 
• Supported by a grant from Iceland, Liechtenstein and Norway 

 
 

IMPORTANT: The templates of the logotypes are availableon the website.  
 
 
The examples of informational and promotional tools that may be used are listed below: 
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• posters; 
• information materials - publications (eg. brochures, leaflets, newsletters, invitations to 

the cultural event, programmes of the cultural events); 
• information labels; 
• website; 
• photo / video; 
• information events; 
• conferences inaugurating the projects. 

9. Contact 

Main contact point for the Programme is the Ministry of Culture and National Heritage, the 
Department for European Funds. 

•  tel.: +48 22 421 03 02, fax: +48 22 421 03 71 
• website: www.mkidn.gov.pl 

 
Arts Council Norway will be the contact point for the entities from the Donor States and will 
also assist in partner search. 

• tel.: +47 21 04 58 00 
• website: www.kulturrad.no 
• e-mail:kulturutveksling@kulturrad.no 
• Facebook: eea grants culture 

 
Important information is also available at the website www.eog.mkidn.gov.pl and 
www.eeagrants.org. 

10. Important documents 

 
• Memorandum of Understanding on the implementation of the EEA Financial 

Mechanism for the years 2009-2014 of 10 June 2011; 
• Regulation on the implementation of the European Economic Area (EEA) Financial 

Mechanism for the years 2009-2014; 
• The Programme Promotion of Diversity in Culture and Arts within the European 

cultural heritage within EEA FM 2009-2014 with attachments; 
• Communication and Design Manual; 
• The Minister of Regional Development guidelines on call for proposals procedure 

within the EEA FM 2009-2014 and NFM 2009-2014;  
• The Minister of Regional Development guidelines on awarding procurement contracts 

within the EEA FM 2009-2014 and NFM 2009-2014;  
• Other guidelines adopted by the Ministry of Regional Development; 
• Guideline for strengthened bilateral relations adopted by the FMO on 29.03.2012; 
• Other guidelines adopted by the Donor States. 

 
Attachments: 
 

• Application form with the Instruction of completing the application to the Programme  
• The formal and content-related appraisal sheets 
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Attachments templates to the application form: 
 

• Partnership Agreement; 
• The planned budget of the project. 
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