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Welcome to the TICTAC Guide that has been developed in the frame of the project titled

"TICTAC - Time for International Cooperation: Active Cities" co-funded by the Erasmus+

Programme. TICTAC involves 6 partners from 6 different European countries and is led by the

European Development Agency. Generally, the project aims to raise awareness about the

European programmes and tools among people working in the municipalities, regional

administrations and in other public institutions.

 

Under this scheme, the TICTAC Guide represents an innovative informal educational

programme that can be used by any employee who is working in public institutions or any adult

people interested in the solution of problems related to their local communities. The process of

design of this Guide has been mainly based on the experience and expertise of project partners

and on the Needs Analysis conducted regarding the target groups of the project in order to fit its

content to their reality and expectations. In overall, more than 240 questionnaires have been

gathered and more than 60 representatives of the target groups have been interviewed in all

partner countries. 

Summing up, the Guide contains relevant information about funding opportunities coming from

the European Union in the sectors people from the target group work in and also successful

projects, that will increase motivation for further work. 

If you wish to receive more information about the TICTAC project visit our website. 

https://tictac-project.eu/
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What?

Look at the areas you want to explore in your project.

Brainstorming within a team can produce a wide range of ideas for

developing concepts and designing activities. To be able to select

the idea with the greatest potential for implementation and

positive impact, discern between options by i.e., conducting a

needs analysis, creating a mind map, connecting with potential

direct beneficiaries. Permanently observe the core values of the

institution you represent and the critical needs of the community

for which the project is intended. The most pressing issue and/or

the idea that can bring benefit to the community members should

prevail. After you decide on the core idea of the project, look for

complementary concepts to cover additional, less critical, yet still

relevant areas of interest.

Why?

Define the Aims/Scope/Objectives/Priorities of your project.

Consult with the team on the fundamental issues your project

wants to address. Be precise think of activities, which are feasible

(you have the means to convert ideas into implementable

concepts), and purposeful (activities mean something to you and

the community). When deciding on the scope of your project,

have a realistic approach. Avoid setting overly ambitious goals

and take account of the available resources (institutional

connections, human resources deployable for the execution of the

project, co-funding capacity). While being mindful of your

endowments and constraints as a project implementer, do not lose

sight of the specific objectives and priorities the funding

programme has. In the same time, follow the objectives of your

own institution or/and superior organisation, i.e., local school

together with national Ministry of Education strategy.

Key Questions to Unlock Success

3.1 Creating a Project Idea
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Why Again?

Define clearly, why the project matters. When you want to submit a project to a very competitive

call, making the project stand out is highly advisable. Firstly, the project should be aligned with

the values, mission, and vision corresponding to the funding mechanism you aim for. Look for

keywords, long-term goals beyond the period of the project, and recurrent priorities of the

funding scheme or even of European Union. Secondly, you yourself should be firmly convinced of

the usefulness of the project. If you and your team, institution, and partners believe in the

concept and commit to implementing it, the application will reflect your strong commitment to

delivering on the funding mechanism priorities and project aims. Furthermore, a coherent project

narrative and constant support from its creators make the project more convincing to the public,

including the target groups. Hereby the project stands greater chances of attracting more direct

participants, influencing additional indirect participants, and being overall more influential to its

stakeholders.

When?

Think about the period in which you need to execute the

project. When designing the project activities, you and your

partners must create a timeline. Activities should be carried out

in the time interval required by the funding programme. To avoid

delays or being uncoordinated with the project partners,

establish a common calendar/Gantt chart. To avoid stressful

deadlines, set internal intermediary deadlines, which if exceeded,

still allow for leeway. Sufficient time must be allocated before and

after the execution of the project. Pre-project; allot enough time

to the preparatory actions: duration of the approval of the project

submission, calendar of the project financing instalments,

transnational communication for deciding joint actions preceding

the project. Post-project, plan the follow-up activities, and

ensure continuity of dissemination strategy and partnership

durability together with the sustainability of the project outputs

should there be any.

Creating a Project Idea

Key Questions to Unlock Success
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Which Title?

Give a good title to your project. Your project will have to appeal

to potential partners, convince the evaluator, and be attractive to

the public. The title should fit the funding programme, be

representative of the partners, and reflect in a memorable,

meaningful way the idea of the project. "Catchy", easy to

remember acronyms depicting the idea, objectives, or target

group/s of the project are commonplace among EU-funded

projects. Moreover, since the activities will have to be promoted to

the interested stakeholders and potential participants, your

project must build a coherent identity unified narrative, same

visual elements, content’s language and format tailored to the

audience. The same coherent identity must be maintained

throughout the dissemination phase.

For Whom?

Identify your target group and see how this would affect them.

Always remember whom the project is meant to impact. Defining

clear target group/s allows you to determine the scope of the

project, format of the application, nature of the activities, and the

dissemination strategy. Ideally, before starting to design the

project, engage directly with the intended project beneficiaries

(door-to-door survey, public open consultations, and meetings

with local opinion leaders/community representatives).

Alternately, you can use statistical data (national census, local

archive, existing public opinion polls) to get a better

understanding of the needs and expectations of the target group.

The target group/s of the project should be referred to in all

phases of the project application, implementation, and

dissemination.

Creating a Project Idea

Key Questions to Unlock Success
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How?

Think of the best ways to carry it out and achieve the aimed

results. Funding will be given to those activities which respect the

objectives and priorities of the funding programme, can appeal to

the stakeholders and public, and are tailored to the target group.

Activities should be mindful of the community customs,

maximize the use of existing means (available local personnel to

be involved, other initiatives to organise joint activities with) and

prospective resources (additional financing instruments), but

also consider limitations (bureaucratic, logistic, financial).

Activities should be able to reach direct and indirect

participants. The activities should be inclusive towards

participants and transparent for stakeholders, media, and the

public. Documenting the activities (video, written reports,

participants’ testimonials) can produce sustainable outcomes and

assist project dissemination.

Creating a Project Idea

Key Questions to Unlock Success



1. Match objectives to possible funding

mechanisms

2. Familiarize yourself with the relevant possible

mechanisms

3. Select the most fitting mechanism including the

required timeframe

4. Verify if your project idea is viable with the

available mechanisms

5. Understand the funding mechanism’s

characteristics

6. Estimate if potential project activities will have

enough funding from this mechanism

N a v i g a t i n g  t h e  a v a i l a b l e  E U  f u n d i n g
p r o g r a m m e s  c a n  b e  a  d a u n t i n g  b u t  c r u c i a l
t a s k .
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3.2 Finding a Funding Mechanism

Identifying the Most Relevant Funding Mechanism



3.3 Engage and Persuade Decision-Makers

Be it local authorities, non-profit organisations, or experts, designing a project is a collective

effort. Be sure you have a clear understanding of your project concept and can present it to

external parties coherently and convincingly. Be very specific about the conditions of the

project implementation. Approach the relevant decision-makers with concise and well-

structured summary of activities, timeline, and budget of the project. Justify with facts the need

for time investment (estimated duration), co-financing (total contribution, number and timing of

instalments, if the case), and specialized help (hiring of experts, implementers). 

The more detailed, yet easily understandable your project concept is, the greater the

chances of persuading decision-makers to support it. Secure their commitment formally

(signing of agreements, legally-binding documents), but also strive for informal support and

sustainable cooperation.

EU-funded project always require interacting with decision-makers.
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Engaging and Persuading Decision-Makers



3.4 From Plan to Practice

Following the various tips outlined in this section while writing your project proposal will
help you in creating the best possible proposal to present for the funding application.

Steps in Writing Your Proposal

1. Have a clear plan and conduct the necessary

research

2. Find your partners and present them in the

proposal

3. Write an introduction and present your project idea

and aims

4. Divide your proposal in the appropriate number of

sections

5. Describe the project timeline in each section

6. Write a conclusion to summarize your proposal

7. Proofread the proposal
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Preparing a Project Proposal



Let’s Get Started: How and Where to Begin

Present all your ideas

Show your vision of the project

Outline the project’s aims

List the planned outcomes and benefits

Once you have selected the topic you want to build your project on, as well as finding the

appropriate funding mechanism to apply for, you need to start working on your proposal.

Planning your project writing is the first step in drafting a proposal. Having a clear plan will save

you time and you will have a clear vision of what you are writing and what comes next.          

A proposal should explain in detail what you will do in your project. 

Throughout the whole proposal make sure to achieve the following tasks:
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Preparing a Project Proposal



A Table of Contents 

An Introduction 

Various Sections Describing the Project Timeline

Figures Throughout The Proposal 

A Solid Conclusion

Before starting writing your proposal, make sure you carry out extensive research on the

subject area you are planning to work on. This will help you greatly as you will have all the

necessary information at hand. A lack of research from your side will be evident in your proposal

and this can result in your proposal being disregarded.

An important point to remember throughout the writing of the proposal is that you need to show

that your project idea is thought-out and worth it. Your proposal should make your project

sound appealing. This is done by describing its aim, benefits and plans in delivery in an easy yet

detailed manner. This will make the people evaluating your proposal interested in your ideas and

your project and hence have more chances to be granted the funds.

Looks matter in project proposals, hence why you should make sure you create a nice design

and outline for your project proposal. Make sure it is appealing to see and can be read and

understood easily. Such small details can make a difference, as this will show your

professionalism and hence put you above other proposals. Your project proposal should be

divided into various sections to explain its aims and activities adequately. 

Make sure to include

Eye for Detail: General Tips
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Preparing a Project Proposal



Common Aims and Goals

Hard Workers 

Trustworthiness

With a clear project concept, you can proceed to the technicalities of the project. If the call

demands a project partnership, start investigating which entities can join and look for the right

ones and bring the best ones on board. A partner search can be one of the most challenging

parts in a project proposal, especially for organisations/individuals who are new to EU funding

schemes. 

The first thing to do is to check the eligibility criteria and determine the type (public authority,

NGO, private entity, etc.), number, and nationality of the partners needed. If you operate within a

transnational network, inquire with existing partners whether they would be interested/fitting

and/or try to establish new connections. Resort to project partner dedicated search

engines/platforms/groups or personal connections. Always stay open to novel partners, learn

about them and prove mutual reliability and accountability. Networking is a key instrument.

To attract partners to your project, create a simple but persuasive presentation of the concept

which can be sent on request. Show eagerness to discuss in-person or digitally for further details;

convey a commitment to the project. Some qualities to look out for in partners when conducting a

partner search are: 

Expound the reasons for which they are the adequate partner, describe the potential reciprocal

benefits, and long-term positive implications of the partnership (expanded network, multiple

communities/entities impacted). Depending on the project call, exchange partner information

forms, sign association agreements and begin a collaboration based on professional trust, open

communication, and shared responsibility. 

In your proposal, create a section to present the partners working on the project and their

respective roles. This will inform the evaluators who will be working on their project. Highlight

everyone’s capabilities and what they can bring to the table to make this project a successful one.

The more varied the experiences, the better. This will show that the project and the funding are in

good hands and will be executed well.
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In Search of a Partner

Preparing a Project Proposal



The Target group

Tentative dates

Venue

Plan of the day

In this part of your proposal, you need to write about what you will be carrying out in the

project. In other words, you need to present your project timeline. To present this, create sections

accordingly in your proposal. For example, if your project is divided into three events or outputs,

create three sections in your proposal to describe in detail each event/output. Here, you need to

explain the aim of each activity taking place, provide the day plans such as the venue, time

allocation to every activity and all the necessary details to explain what will be happening. 

In your description of the events taking place, make sure you indicate:

Furthermore, describe the activities taking place, such as: the ice breakers, workshops, among

other details. Make sure you write paragraphs in detail of what is taking place. Here, you will also

outline the project life cycle in terms of resources, tools, project schedule, etcetera. Highlight

the fact that such activities require the funding in order to take place, which would be awarded to

this project. This should be the longest section in your proposal as you are describing in detail

what will be taking place and what the project consists of.
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Let’s Begin: Writing Your Introduction

The first section of your proposal should be an introduction. Here, you have to present the topic

that you will be addressing in the project. In this section, it is imperative to mention the aim of the

project. This needs to be explained simply and clearly, in which everyone can understand and

relate to. If your topic is rarely addressed, highlight this aspect greatly. Say that with this project,

you will be tackling a rarely explored research area. If your project does not entail new research

areas, highlight how this project is innovative compared to previous ones before and will add to

the subject area. After stating this, move on to present your project idea and say how this

proposed project intends to address and solve this problem.

Content: What Will Your Project Consist Of?

Preparing a Project Proposal
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Finally, another step which is not to be skipped when writing

your project is making sure you check and re-check your

work various times. Make sure that there are no spelling or

grammatical mistakes, as this will make your work look

unprofessional, which can put off the evaluators. 

Proofreading can be tiresome, but it is very necessary to

ensure that the proposal is the best version it can be. Having

someone else proofread your proposal is always a good idea as

they can provide fresh new eyes to the proposal and can

identify mistakes more easily.

Conclusion: How to Close Your Off Project Proposal

The final section of your proposal should be a conclusion. Here,

you have to summarize what your project will consist of. Repeat

the title and the area being addressed in the project.

 Finally, make sure you emphasise that this project is important as

would bring results in the subject area which is addressed. This is

your last chance to convince the evaluators that your project is

worthwhile and deserves funding allocation.

Almost Done! Proofread and Check Your Work

Preparing a Project Proposal



3.5 Preparations for Successful Project

1. Create a project timeline

2. Liaise with partners

3. Assign tasks and set deadlines

4. Create a budget

5. Market your project

6. Disseminate the results
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Effective Project Co-ordination and Management of Funds Once Awarded

Coordinating and Managing Awarded Project
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Task Distribution & Timeline Compliance

Designing and delivering a project can seem intimidating. This is why several preparations must

take place beforehand. Step-by-step planning, fair task allocation, responsible resource usage,

and time management are essential. To be able to plan relevant and feasible actions, divide the

project concept into sections. Within the partnership, establish the teams and designed

responsible persons for all tasks. It is imperative to create a timetable for the tasks that need to

be fulfilled. This will give a clear idea of the task distribution of the project between the partners.

See what tasks need to be fulfilled first to get the project started. Having a meeting with the

partners to take the necessary decisions on the project’s first steps is an important step. Here,

partners can agree on certain minor roles they will be tasked with. For example, partners can

establish the division of labour on the marketing of the project. Partners decide between

themselves who will be responsible for the social media platforms, website, newsletters and any

other features which are included in such projects.

Another important decision which should be taken in the early stages of the project is the

prioritization of the needs of the project. Deciding on the work and deadlines which should be

met at different periods in the project will help keep the partners work better and keep the project

on track. Stay alert about the urgent needs within the project. Correctly prioritizing will lead to

better-used resources and a smoothly running organisational process.

Make sure to establish and maintain good, regular communication with the partners; have

clear internal rules, reporting duties, etc. To keep track of completed tasks, sustain permanent

and structured communication. Doing so will aid respecting the intermediary deadlines in the

project timeline. To avoid task duplication or omissions, notify partners of any executed action in

a known-by-all manner in a centralized information system (Gantt chart, shared Drive,

collaborative platforms).

Coordinating and Managing Awarded Project



The financial aspects of a project can be a complex and challenging aspect. However, with

clear, informed budgeting and realistic money allocation can ensure the project is

sufficiently funded in all stages. Once you are familiar with the funding rules as demanded

by the funding scheme/programme, create a detailed budget. Know the minimum budget

your project must have to be implementable and the funding ceiling you cannot exceed

according to the funding programme.

Every section of the project must have an adjacent budget, even if the formal application does not

ask for such a specific budget breakdown. Having an estimate calculated per partner, for i.e,

transnational meetings, intellectual outputs, specific activities will minimize operationalization

risks, prevent funding shortages, and cover possible contingencies.

After knowing the exact funds you can deploy, research the most task-appropriate and cost-

efficient implementation tools. Discuss the optimal implementation strategy with all the

partners and make sure everyone is consulted and engaged. Entrust the executions of the

tasks based on endowments, experience, and expectations of each staff member. There should

be periodical consultations throughout the implementation process. Every improvement,

impediment, or intervening changes ought to be notified timely and in a transparent manner.
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Budgeting & Implementation

Coordinating and Managing Awarded Project



 Create a "project image"

 Take advantage of social media

 Create a posting calendar

 Create a project website

 Create posters 

 Create a simple target plan and budget 

Without a marketing campaign, it’s very difficult to introduce a new project to the public and

attract an audience. It is important to have an audience which is attracted and engaged in

your project. This way, your results will be shared and appreciated by the target group. To create

a following, several steps have to be taken to market your project in the most successful way:

1.

2.

3.

4.

5.

6.

Firstly, provide the audience with an attractive visualisation of the project. A logo to represent

the project is essential. After this, give a clear background of the project’s content. Never wrongly

assume that people already know some aspects of your project. 

To market your project, take advantage of social media. There are many social media platforms

such as Facebook, Instagram and Twitter which are used by millions of people. Creating social

media accounts for your project to disseminate information through them would be one of the

easiest ways to showcase your work. Create a posting calendar and follow it to make sure the

partners of the project continuously upload content and engage with the followers. 

Another method of online marketing is by creating a website dedicated to the project, where

you can post blogs, posts, videos among other media to engage viewers. Create posters to

upload them on social media by utilising some of the best platforms to create them. Some

programs from which you can create great content are Adobe Illustrator and Canva. 

Create a simple target plan and budget and stick to it to get the most out of your advertising.
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Marketing Your Project

Coordinating and Managing Awarded Project



After you and your partners have worked together to create the project content, you have to

disseminate it to the target group. Here, you will spread the information you have created to

the audience. This part is linked with the marketing side of your project, as you are engaging

with the followers/target group of the project. Use your social media platforms to promote

your results from the work you have produced and let them know of any events you will be

held to present the project’s content.

Dissemination can take its form into various ways, such as events, seminars, written content,

among others. Whichever output you are producing, you must attract people to engage in it. You

need to identify what tools are needed for dissemination. Study your target group well in order to

cater to their needs. If you have an event, you must think of invitations, venue, date, budget and

other factors.

If your output is something written, you must engage with your target group differently. Come up

with plans to reach your target group in the best possible manner. Look at different options to

find the best and most efficient tools for reaching your audience and get them to engage in your

finished project. You must also ensure enough competent staff to carry out the project activities. 
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Disseminating Your Project

Coordinating and Managing Awarded Project



Concluding

Remarks

To get an idea on how to write a successful project

proposal and funding application is by having a look at

past projects (both internal and external). Through these,

you can learn from previous applications’ successes as

well as mistakes. 

In the next chapter, you will see some examples of

previous successful proposals. These can be very

useful as you can use them as an example and as a

guide on how a project should be written and

structured.

Wishing you good luck in your project planning writing

and all the best in succeeding in your project funding

application.
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Concluding Remarks 



Having access to a complementary financing route.

Increased visibility of the city or region in its environment and among its citizens.

Creation of a network of contacts (future projects).

After a first project, there are more possibilities to be granted for a second, third, fourth ...

Promote the knowledge and recognition of the city or region in Europe.

Establishment of new relationships with entities of similar or complementary characteristics

and exchange of experiences and good practices with others.

The EU provides funding, in the form of grants, for a broad range of funds and programmes

covering various areas. These grants are awarded to a different kind of institutions to

implement specific projects contributing to EU policies.

One of these main actors are the local and regional public administrations, which can use these

grants for increasing the quality of life of its citizens on most important areas of interest, such as

education, culture, social and economic sectors, health, or sport. Therefore, the EU offers a wide

range of opportunities for our cities and regions to achieve a higher level of development and

well-being for their citizens.

Moreover, the participation on European projects brings a large number of benefits to our

cities and regions as:

Therefore, we would like to encourage all of you to be active in taking advantage of the

funds and programmes that the EU makes available to you and, in this sense, we hope that

this Guide, and the TICTAC project as a whole, will contribute to make this path easier and

more fruitful.
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