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This document is one of three documents supporting the 4th 

call for proposals of the CIVITAS Activity Fund. The two 

other documents are:  

- The catalogue of inspiring CIVITAS cities and 

measures.  

- The Frequently Asked Questions document. 

The application form is available online. 

http://activity-fund-application.civitas.eu/
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Terms of Reference for the 4th call for 
proposals of the CIVITAS Activity Fund 

1. Capitalising on CIVITAS 

Over the last twelve years CIVITAS has supported more than 700 measures in 58 cities 

across Europe. CIVITAS is one of the most successful EU programmes in promoting 

innovative solutions for sustainable development. The public and private sector partners in 

these 19 projects have invested one billion Euros – considerably leveraging the Community 

support of over 180 million Euros. However, the goals of the EU Transport White Paper can 

only be achieved through a strategy of capitalising on the experiences and the network of 

CIVITAS stakeholders and by mainstreaming its principles. The CAPITAL project proposes 

an effective mechanism to achieve these goals built on the know-how and support of some of 

the most experienced actors in the "CIVITAS family". 

The mission of the CAPITAL project is to contribute significantly to the goals of the European 

Union's Transport White Paper by capitalising systematically on the results of CIVITAS and 

creating an effective "value chain" for urban mobility innovation. CAPITAL will help to 

mainstream CIVITAS into other policy fields by identifying the capacity of sustainable 

transport measures to contribute to high-level goals.  

 

2. The CIVITAS Activity Fund  

CIVITAS CAPITAL is supporting the take-up of sustainable urban mobility measures in 

Europe. It will issue four calls for take-up activities. These Terms of Reference for the fourth 

call of the Activity Fund provide details on the purpose, the background, the tools, the 

different take-up levels (call lines), the eligibility criteria, budget and funding conditions, 

submission and selection procedures, as well as call timing and deadlines.  

The CIVITAS Activity Fund is a co-financing mechanism within the CIVITAS Initiative which 

aims to support take-up activities in the field of sustainable urban mobility in order to 

encourage the transfer of successful measures from ‘leading’ CIVITAS cities to ‘learning’ 

cities. In four competitive calls between 2014 and 2015, co-funding (up to 50%) take-up 

activities set up by individual or teamed-up organisations from 38 European countries1.  

 

                                                
1
 Legal entities applying for funding need to be established in an EU Member State or Albania, the Former 

Yugoslav Republic of Macedonia, Iceland, Israel, Kosovo, Montenegro, Norway, Serbia, Switzerland or Turkey. 
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2.1 Focus of the CIVITAS Activity Fund fourth call for 
proposals  

The mission of the CAPITAL project is to contribute significantly to the goals of the European 

Union's Transport White Paper by capitalising systematically on the results of CIVITAS and 

creating an effective "value chain" for urban mobility innovation.  

This fourth call of the CAPITAL Activity Fund provides a chance to learn from inspiring cities 

and experience interesting, practical and relevant tools that have been developed, applied, 

tested and/or evaluated during the 4 phases of the CIVITAS initiative so far. Measures and 

tools cover any of the CIVITAS themes and can also address topics such as planning, 

evaluation, business models and exploitation. Also in this call, the opportunity to engage in a 

long term evaluation process of CIVITAS measures is available. Individual selection criteria, 

co-funding amounts and a specific application process is applicable for these opportunities 

The catalogue of measures and tools is online. This will help you to get a good idea of the 

types of partners and activities that you could include in your proposal. Look at the mobility 

situation in your city and see if the catalogue gives you some inspiration on how to address 

the challenges that you are facing.  
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2.2 Take-up levels 

The CAPITAL Activity Fund Calls are structured according to four take-up levels, which 

range from inspirational and small-scale activities such as workshops and study tours, to 

more systematic transfer activities from a pioneer to a take-up city. Take-up levels therefore 

differ in terms of scale (inspirational, structural, investigative and implementation-

preparatory).  

One proposal may include more than one activity within a chosen take-up level (for example 

a workshop and a study tour), but it needs to be limited to one take-up level only. Since take-

up levels build on each other, successful applicants are encouraged to propose activities 

from a higher take-up level in a later Activity Fund call. 

 

Figure 1: Take-up levels 

 

Activities envisaged in proposals to the Activity Fund Call are described for each take-up 

level below. 

2.2.1 Take-up level 1: ‘Being Inspired’ 

At the initial phase of the take-up process, inspirational and small-scale activities are useful 

to explore a specific sustainable urban mobility topic or measure a city may want to take-up. 

Typical examples of such inspirational and small-scale activities include (list not exhaustive): 
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 Workshops or focus group meetings on a specific topic (see paragraph 2.2 on the 

focus of this call) in either the pioneer or take-up city: These events are typically 

targeted at planners, implementers and decision makers from local or regional 

authorities. Focus group meetings should have a maximum of 15 participants. 

Workshops could be larger, but should not have the character of a conference. 

Eligible costs include staff time, meeting room rental, catering (food and beverages), 

travel and subsistence costs, remunerations of experts. Workshops or focus group 

meetings may be combined with a site visit. Proposals will be evaluated according to 

best value-for-money. The upper limit for co-funding via the CAPITAL Activity Fund is 

€2,500 per workshop or focus group meeting.  

 Study tour or site visit to cities having demonstrated outstanding sustainable urban 

mobility solutions. This may be an activity proposed individually or in combination with 

a workshop or focus group meeting. Study tours or site visits are typically targeted at 

planners, implementers and decision makers from local or regional authorities. They 

should be guided by a dedicated person from the leading city who is also been made 

aware of the specific challenges and requirements of the learning city. Eligible costs 

typically include staff time as well as travel and subsistence costs. The upper limit for 

co-funding via the CAPITAL Activity Fund is €2,500 per study tour or site visit.  

 Awards, for example for young transport professionals or for university students. This 

activity could seek papers on take-up methodologies or take-up processes in 

practice. Eligible costs include staff time to prepare the award and to evaluate 

proposals as well as a monetary award (fixed amount) for example to pay for travel 

cost and registration fees to a CIVITAS Forum. The upper limit for co-funding via the 

CAPITAL Activity Fund is €2,500 per award. 

 Dissemination and communication activities such as the production, distribution 

and translation of dissemination material communicating urban policies (publications, 

flyers, posters, etc.). Production, translation and dissemination costs are eligible 

costs. The upper limit for co-funding via the CAPITAL Activity Fund is €1,000 per 

activity. 

 Take-up level 2: ‘Structural Dialogue’ 

In a more mature take-up phase, where concrete relations between the providing and the 

receiving side of the take-up process have been established, it may be useful to engage in a 

structural dialogue and carry out one or more of the following activities (list not exhaustive): 

 Staff exchange between a pioneer city and a take-up city offers individuals a chance 

to experience the working environment and understand the framework conditions for 

implementing sustainable urban mobility measures in the counterpart city. The 

individuals selected for the staff exchange function as multipliers of knowledge and 

experiences gained (via the staff exchange) in their own working context. Staff 

exchange implies that one or more training sessions for fellow staff members at the 

home base will be carried out. Eligible costs include travel and subsistence costs of 
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the respective staff members engaged in the staff exchange. Staff exchanges should 

not exceed ten working days. Staff members engaged should remain employed and 

insured at their original employer during the time of the staff exchange. The upper 

limit for co-funding via the CAPITAL Activity Fund is €5,000 per staff member 

engaged in the exchange. 

 Learning-on-the-job is understood as placement of a learning city staff member at a 

leading city. As within a staff exchange, one or more training sessions for fellow staff 

members at the home base need to be organised in which the staff member shares 

his/her experiences. The same framework conditions apply as for staff exchange. 

 Training events are organised for a group of representatives from one or more 

learning/take-up cities. They can take the form of physical meetings, but they can 

also be organised as site visits. In the case of presence-trainings, these may be 

combined with a site visit (see paragraph 2.3.1). Eligible costs include staff time for 

the organisation, moderation and follow-up (reporting) of training events, meeting 

room rental, catering (food and beverages), travel and subsistence costs and 

remunerations of trainers. The upper limit for co-funding via the CAPITAL Activity 

Fund is €5,000 per training. 

 Take-up level 3: ‘Studies’ 

Take-up of sustainable urban mobility measures necessitates good knowledge about a 

particular transfer measure (or measure package), its technical, legal and financial 

requirements as well as potential impact. The CAPITAL Activity Fund therefore co-funds 

studies to fulfil these requirements in order to prepare the implementation of sustainable 

urban measures in a (take-up) city, including (list not exhaustive):  

 Evaluation studies to support fact finding on potential take-up measures. This can 

include long-term evaluation studies or impact and process evaluations of recent 

measures or measure package implementations in one or more of the Call topics. 

The results of the evaluation study are expected to be prepared in an evaluation 

report, a fact file (maximum two pages) and a presentation (PowerPoint, Prezi or 

similar). Eligible costs include staff time. Data gathering tools and instruments are 

non-eligible costs. The upper limit for co-funding via the CAPITAL Activity Fund is 

€7,500 per evaluation study. 

 Feasibility studies investigating the potential for measure take-up and/or leading 

towards pilot demonstrations and implementations. Eligible costs include staff time. 

The upper limit for co-funding via the CAPITAL Activity Fund is €7,500 per feasibility 

study. 

 Take-up level 4: ‘Systematic Transfer’ 

The CAPITAL Activity Fund supports the systematic transfer of sustainable urban mobility 

measures from a pioneer city where it has been successfully implemented to a take-up city 

that has already positively assessed the take-up potential of this mere measure. Systematic 
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transfer activities following the TIDE methodology (http://www.tide-

innovation.eu/en/Wiki/TIDE-Systematic-transfer-methodology/) always involve one pioneer 

city and one take-up city. Activities are geared at the development of an implementation 

scenario for integrating one innovative measure into the local transport policy of the take-up 

city. Eligible costs for systematic transfer activities include staff time and travel and 

subsistence cost for city representatives taking part in take-up supporting experience and 

knowledge exchanges between the pioneer city and the take-up city. The upper limit for co-

funding via the CAPITAL Activity Fund is €10,000 per systematic transfer. 

It is planned to maintain the same call structure and hence same identical take-up levels for 

all Activity Fund calls. 

 

2.3 Eligibility  

An application must satisfy all of the following eligibility criteria in order to be retained for 

evaluation:  

 It is submitted before the deadline stated in the call text, i.e. for the fourth call 20 

November;  

 It involves at least one legal entity established in a Member State of the European 

Union, Albania, the Former Yugoslav Republic of Macedonia, Iceland, Israel, Kosovo, 

Montenegro, Norway, Serbia, Switzerland or Turkey;  

 Legal entities involved in previous demonstration or support projects co-funded by the 

CIVITAS Initiative are eligible to apply. However, activities that have been previously 

(co-) funded by CIVITAS cannot be co-funded again; 

 It involves a ‘CIVITAS city’ either as a pioneer city or a take-up city for the process 

towards take-up of successful sustainable urban mobility measures (see box below);  

 It is complete in all elements required in the application form;  

 It is submitted in English (official language of the CAPITAL project). 

The application form includes an eligibility checklist.  

Only proposals that satisfy the above eligibility criteria are acceptable and will be evaluated 

by the Selection Committee. 

A ‘CIVITAS city' is considered to be either CIVITAS demonstration city, a CIVITAS Forum 

Network city or a member city of a regional or national CIVITAS Network (CIVINET): 

 A ‘CIVITAS demonstration city’, i.e. one of the so far 64 cities from all over Europe 

that have implemented measures co-funded in the context of one or more CIVITAS 

demonstration projects (http://www.civitas.eu/demo-cities). These cities have 

implemented close to 1,000 measures – a large number of them may potentially be 

taken-up by other cities. (Every pioneer city is also a demonstration city). Some 

http://www.tide-innovation.eu/en/Wiki/TIDE-Systematic-transfer-methodology/
http://www.tide-innovation.eu/en/Wiki/TIDE-Systematic-transfer-methodology/
http://www.civitas.eu/demo-cities
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demonstration cities are considered CATALIST pioneer cities. Pioneer cities have 

particular knowledge and experience in certain focus areas and are able to provide 

support to potential take-up cities. 

 A ‘CIVITAS Forum Network city’ (http://www.civitas.eu/content/forum-network-

cities). These are cities that have signed the CIVITAS Declaration and thereby 

declared their commitment to a) Introduce an ambitious sustainable urban transport 

policy, integrating innovative measures, technologies and infrastructure, b) Support 

and contribute to the achievement of the aims of the CIVITAS Initiative, and c) Share 

experiences and learn about other cities’ progress and achievements by actively 

participating in the CIVITAS Forum. Every demonstration city is also a CIVITAS 

Forum Network city.  

 A ‘CIVINET city’, i.e. a member city of one of the regional or national CIVITAS 

networks (http://www.civitas.eu/content/what-civitas-forum-network, CIVITAS 

national and regional networks). Many, but not all CIVINET cities are also ‘CIVITAS 

Forum Network cities’.  

 

2.4 Budget and funding rules 

The Activity Fund budget for the third call is €80,000. Per take-up level, 2-3 projects are 

expected to be co-funded. The maximum amounts of co-funding per take-up level and 

proposal are €5,000 (being inspired), €5,000 (structural dialogue), €7,500 (studies) and 

€10,000 (systematic transfer).  

Eligible costs include staff time, travel and subsistence costs, meeting costs (room rental and 

catering costs), remunerations of trainers and registration fees for conferences or workshops. 

Measurement equipment is not an eligible cost 

 Resources have to be provided in Euros. If not in Euros, the official conversion rate at 

the date of requesting cost reimbursement could be used.  

 VAT is not eligible.  

 Please provide time in hours and based on realistic average hourly rates for the staff 

involved. 

 

2.5 Procedures 

2.5.1 Submission 

Proposals must utilise the online application form available on the CIVITAS Website and 

follow the procedures detailed in the Terms of Reference. Applications submitted past the 

deadline or incomplete applications will not be retained for evaluation. Applicants will be 

receive a confirmation e-mail.  

http://www.civitas.eu/content/forum-network-cities
http://www.civitas.eu/content/forum-network-cities
http://www.civitas.eu/content/what-civitas-forum-network
http://activity-fund-application.civitas.eu/activityfund/application/application_form.php
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2.5.2 Eligibility check / pre-selection:  

The eligibility of all received proposals will be assessed, rejecting those not meeting all 

formal eligibility criteria. In the case of a rejected proposal, applicants are duly informed as to 

the ineligible criterion and are encouraged to re-apply.  

Proposals meeting all formal requirements are forwarded to a Selection Committee, 

composed of the Management Committee members of CIVITAS CAPITAL and the European 

Commission. 

2.5.3 Proposal evaluation and approval 

Evaluators give marks from 0-20 (evaluation criteria 1 and 2) and 0-10 (evaluation criterion 

3), respectively, for each proposal.  

Evaluation Criterion 1: Proposal idea and the proposed workplan (maximum 20 points) 

Evaluation Criterion 2: Take-up potential (maximum 20 points) (i.e. the anticipated 

impact of the proposed activity).  

Evaluation Criterion 3: Resource allocation (maximum 10 points) 

The results are consolidated into an average mark per proposal and per criterion. Proposals 

need to pass two thresholds to move up to the second step of the evaluation: 

 At least 50% of the point score per evaluation criterion 

 At least 70% (35 Points) of the maximum point score (50).  

The proposals will be ranked on the basis of the evaluation scores. A set of best-rated 

proposals is put forward to the members of the CIVITAS Advisory Board who will provide 

feedback for the prioritisation to the Management Committee. In a final step, the European 

Commission reviews the suggestions for co-funding and provides its final decision on the 

selection of the Activity Fund beneficiaries to the Project Coordinator.  

Proposal evaluations will be completed within seven weeks (30 working days) of the closing 

date of the respective calls. 

2.5.4 Negotiations 

The Coordinator notifies the intention to negotiate with the successful applicants and the 

motivations of rejection to unsuccessful applicants. In the latter case, the notification will 

include an explanation why the application was turned down and how it could be improved. 

The letter of notification to the awarded party will mark the beginning of the negotiation phase 

between the awarded applicants and the Coordinator, aiming to conclude a Memorandum of 

Understanding.  

This phase takes the recommendations made by the Management Committee and the 

CIVITAS Advisory Board into account so as to apply the necessary adjustments or 

modifications to the work plan and/or budget.  
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Upon agreement on a work and financial plan, and written approval by the EC, the 

Coordinator and the awarded party sign a Grant Agreement, which will include the technical 

and financial terms of reference. 

Negotiations between the Coordinator and applicants are expected to be concluded within 10 

working days.  

2.5.5 Implementation and reporting 

Once the MoU has entered into force, the awarded party can kick off the take-up activities. 

Projects are expected to start within two months of the closing date, i.e. in the case of the 

fourth Activity Fund call in early February 2016 and finalised within six months after their 

commencement. 

A Final Activity Report (including a financial report and receipts) must be submitted by e-mail 

within 30 working days after the end of the activities to the Coordinator who has ten working 

days to approve it. The Final Activity Report needs to include a one- to two-page publishable 

summary intended for the public. Reimbursement will be made by IBAN transfer within 10 

working days of approval of the Final Activity Report. The European Commission will review 

the Final Activity Reports within the frame of the CAPITAL interim reports. 

2.5.6 Measures to assure confidentiality and detect/avoid conflict of 

interest 

Conflicts of interest arise when an evaluator's personal situation, goals, and biases 

inappropriately influence a judgment or decision. Existing and potential conflicts of interest in 

the evaluation phase of the proposals should be identified by the Management Committee 

members and communicate to the Coordinator and dealt with openly and honestly.  

Appropriate measures will be implemented to address potential conflicts of interest and to 

assure confidentiality during all stages of the selection and implementation of activities 

funded by the CIVITAS Activity Fund. 

 

2.6 Timing and deadlines 

The fourth call for proposals of the Activity Fund opened on 1 October 2015 and will close 

on 20 November 2015. Due to technical issues, the application form will only be online 

from 18 October onwards. 

 

For all questions and information, please contact activityfund@civitas.eu  

mailto:activityfund@civitas.eu

