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GUIDELINES – Visegrad 4 Ukraine Special Grant Call 

1. ON-LINE APPLICATION SYSTEM 

The application form is available through an on-line system at http://my.visegradfund.org. Registering is 

possible with a valid email address, until the marked day of deadline published on our website. 

PREPARING THE APPLICATION   

1. Open http://my.visegradfund.org and select the “Visegrad 4 Ukraine” from the program list, then click 

on REGISTER. 

2. Enter a valid e-mail address and a password to create your account. If you already have your e-mail 

address registered in the on-line system (for Visegrad/Visegrad+/Strategic Grants or other programs), 

you must enter the password you used for any previous applications. 

3. Continue filling out the details of your organization, then click on REGISTER. If you are unable to fill 

out all required data on this page at the time of registering, you can type “TEST” into those fields and 

come back to this section later. 

4. After registration you will be taken to the section II. PROJECT, which includes questions about your 

proposal. 

5. After completing the II. PROJECT section, you will continue with III. BUDGET section, where you will be 

asked to specify each cost item based on budget categories, and to indicate the Fund’s expected share 

of the costs. 

6. Once the application form has been finalized and you see “100%” in the top bar, you can submit the 

proposal on the “Check and Submit” section. Please note that the application can only be submitted if 

all mandatory fields have been filled out. Should the system detect any missing fields or errors, it will 

notify you before submission. 

TIPS: 

• Use the SAVE button at the bottom of the page as often as possible, to avoid data loss. 

• When setting the implementation period of your project, take all preparatory and administrative 

work into consideration. Keep in mind that project costs can only be reimbursed within the 

contracted implementation period. Any payments prior or after that date will automatically be 

disregarded. 

• Use the “+” sign to add new budget items in the III. BUDGET section. 

• Do not send us the printed application form or any other documents via post. 

2. EVALUATION AND PROJECT APPROVAL 

Selection and approval of the submitted proposals are done on a rolling basis by the Council of 

Ambassadors. Once the results are published on the Fund’s website, successful applicants are contacted 

by the Fund. 

http://my.visegradfund.org/
http://my.visegradfund.org/
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As the evaluation period may last up to several weeks with additional working days for the contracting 

process, no project can be scheduled to start earlier than 20 working days after the project’s submission 

date. 

3. CONTRACTUAL TERMS 

Once the project has been approved, the grant contract will be finalized by the Fund’s project manager 

who double-checks the details of the project and the Grantee’s organizational account details. 

The Grantee is obliged to provide a bank account for the purposes of the grant disbursements in the 

application form but can also choose to indicate a new account before contracting. All project-related 

transactions must be carried out through the bank account owned by the Grantee (with the exception of 

cash payments). 

The grant contract must be confirmed by the Grantee in the online system before the physical copies are 

printed. Upon confirmation, the grantee receives a printable version of the contract that needs to be 

signed by the statutory representative of the Grantee, stamped, and sent to the Fund’s address via post, 

in two identical copies. 

The first installment of the grant is disbursed to the Grantee 10 working days after receiving the signed 

copies of the contract. 

4. PROJECT IMPLEMENTATION 

Projects within the “Visegrad 4 Ukraine” special call must be implemented by December 31, 2022, unless 

stipulated otherwise on the Fund’s website and in the grant contract. 

Grant payments must be realized within the project’s implementation period set in the grant contract. 

Any payments that are made before or after the implementation period shall not be reimbursed by the 

Fund. 

Grantees shall remain in contact with the Fund and inform of the state of the project’s implementation in 

the whole duration of the contractual period. All substantial changes – i.e., prolongation of the 

implementation, changes in budget exceeding €1,000 – must be requested in the online system under 

the tab “Change requests". All other requests must be submitted in writing (as scans of original letters 

signed by the statutory representative of the Grantee) and properly justified. In all cases, requests are to 

be submitted in advance; late submissions will be automatically dismissed by the Fund. 

5. MONITORING OF IMPLEMENTATION 

The Fund reserves the right to carry out monitoring visits of projects and, if necessary, to request additional 
documentation. The Grantee is obliged to allow visits from the Fund’s staff and to provide, upon request, 
any materials related to the project. 
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6. REPORTING DOCUMENTS 

Once the entire project implementation period has come to an end, there will be 20 working days available 

to prepare the following Final Documentation: 

• Final Report – a narrative overview of all activities undertaken, and results achieved, accompanied 

by photos, attendance lists and other documentation. The Final Report must be prepared in our on-

line system under the tab “Final Report”. After filling out and saving all sections, you must submit the 

report by the given deadline and print out a paper version from the system.  

• Financial Report– a spreadsheet containing all the expenditures covered by the grant, and the 

summary table (template on the website). 

All the expenditures covered from the grant during the implementation period must be entered and 

properly described in the Financial Report. Do not forget to fill out your details at the top of the sheet, 

especially the currency of your bank account. If your expenses have been incurred in more than one 

currency, you must create a separate Financial Settlement sheet for each currency. Please do not forget, 

however, that the total sum should always be indicated in EUR (€) in each sheet (see instructions below). 

On the top of the sheet, you are also asked to indicate whether your organization is a registered VAT payer. 

As VAT payers are required to ask for the VAT compensation from their local tax authorities by default, the 

Fund only reimburses VAT amounts to those Grantees that are not registered as VAT payers. Exceptions 

can only be made upon the approval of the Fund. 

Before getting started, take a look at the Instructions sheet, which will guide you through the Financial 

Report. In Column 5 “Cost description”, be as specific as possible regarding the cost item. 

As you enter the individual items, you must choose the cost category in Column 9. It is enough to click on 

the cell in the relevant line and choose the proper cost category by clicking on the arrow displayed on the 

bottom right corner of the cell. 

 

Column 9 in the Financial Report 
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In case your bank account currency is not EUR, do not forget to enter a valid exchange rate between your 

currency and EUR (€) to the designated cell (J27). When choosing the proper rate, you have two options. 

You may either use: 

• the exchange rate of the respective national bank on the date of conversion of the grant tranches 

into local currency (unless the grantee uses €). 

or 

• the monthly average exchange rate of the respective national bank in the last full month of the 

project implementation period 

Once you enter the relevant exchange rate, the sheet will automatically calculate the total costs of the 

table in €, in cell J24. Please don’t forget to repeat this task in all extra sheets, with all currencies. 

7. SUBMITTING THE REPORTS 

To submit the Final Report and the Financial Report, you must first fill out all tabs of the Final Report 

section. The system will only let you submit the report once all the necessary attachments are properly 

uploaded (incl. photographs illustrating the outputs). Then print out the paper version of the Final Report 

from our system and have it physically signed by the statutory representative. This printout will have to 

be sent to us via post together with the hard copy of the Financial Report and the copies of all invoices 

connected to the costs described in the Financial Report and their corresponding bank transcripts. 

The Fund will have 30 working days after the delivery of the final reports to check the documents and 

approve the last installment payment. Should the Fund notice any shortcomings, the Fund has the right 

to request further information and documents from the grantee, including the modification and 

repeated delivery of any of the reports.  

8. PROJECT CONCLUSION 

The project can be successfully concluded if (1) all reports and attachments comply with the requirements 

and (2) the transfer of the last installment has been authorized or the potential unused grant amount 

returned to the Fund’s bank account. After all obligations have been cleared, the Grantee will receive a 

confirmation from the Fund via e-mail, stating that the project has been finished. 
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9. ELIGIBLE BUDGET CATEGORIES 

This table will help you to fill out the “III. Budget” part of the on-line application form, as well as provide you with the necessary information 

regarding the descriptions to be used in the Financial Report. 

Cost category Examples of eligible costs 
Documents to be delivered with the 

Financial Report 

Requested financial 
documents with the 

Financial Report 

1. Printing, 
publishing, and 

promotion 

• Printing of brochures, books, magazines, 
booklets, training materials 

• Graphic design of printed or digital works 

• Publishing costs incl. proofreading, editing, 
digital publishing and website updates and 
posts 

• Ads in print and audiovisual media, 
promotional leaflets, or posters 

• Web-based promotion and marketing incl. 
e-mailing newsletters, social media 
campaigns and post boosts, on-line 
advertising, etc. 

• Digital samples of printed and 
published materials containing 
Fund’s logo (brochures, books, 
magazines, booklets, training 
materials, websites, digital works, 
etc.) 

• Digital samples of the 
advertisements in print media (e.g. 
screenshots, graphic files, on-line 
banners, photos of billboards) 

Copies of 
invoices/bills/contracts and 

payment confirmations (bank 
statements – if applicable) 
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2. Rent and 
technical 
services 

• Rental of conference rooms, sport halls, or 
other venues relevant to the project 

• Sound and conference equipment, rescue 
and security services, etc. 

. 

– 

Copies of 
invoices/bills/contracts and 

payment confirmations (bank 
statements – if applicable) 

3. Honoraria 
and salaries 

• Salaries for medical personnel and support 
staff (per hour or per day basis) 

• Honoraria for translators, interpreters, 
psychologists, social workers, volunteers  

• Honoraria for experts (speakers, 
performers, lecturers, researchers) 

• Complete texts or other outputs of 
expert activities (presentation, 
research outcomes, photos, videos 
etc.) in digital format 

Copies of invoices/work 
contracts of beneficiaries and 
payment confirmations (bank 

statements – if applicable) 
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4. 
Accommodation 

and catering 

• Accommodation costs for refugees and 
support staff (hotels, hostels, dormitories, 
short-term rentals) 

• Daily catering for medical and support 
personnel, refugees, etc. (per-diems NOT 
accepted!) 

• Basic food supplies  

Lists of attendees (e.g. hotel guests) 

Copies of 
invoices/bills/contracts and 

payment confirmations (bank 
statements – if applicable) 

5. 
Transportation 

and delivery 

• Public transport costs, transportation by 
private and company vehicles, parking, 
travel insurance, vignette, car/bus rental 

• Delivery costs, courier services 

Lists of passengers, travel reports in case of 
car usage 

Copies of invoices, tickets and 
boarding passes, copies of fuel 

bills and payment confirmations 
(bank statements – if 

applicable) 
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6. Awards and 
prizes 

• Small financial prizes for individuals 

• Medals, cups, other awards 

• Scholarships 

Brief report on award-giving with a list of 
awarded persons including their signatures 

and dates, signed jury decision (where 
available) 

  

Copies of 
invoices/bills/contracts and 

payment confirmations (bank 
statements – if applicable) 

7. Materials and 
equipment 

• Pens and notepads, art supplies, printing 
paper, flipchart, etc. 

• Computers, digital learning tools, cameras) 

• Medical equipment 

• Special accessories for disabled people 

• Tents, furniture to common areas 

• Accessories for basic living conditions (bed 
linen, clothes, hygienic products, etc.)   

– 

Copies of itemized 
invoices/bills/contracts and 

payment confirmations (bank 
statements) 
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8. Licenses and 
fees 

• Software licenses, payments for 
copyrighted materials such as photographs 
or texts 

• Entrance tickets and passes 

- 

Copies of 
invoices/bills/contracts and 

payment confirmations (bank 
statements – if applicable) 

9. Overheads 
(max. 20% of 

the grant) 

• Project management, coordination, 
communication 

• Project bookkeeping, running costs (e.g., 
utilities, phone bills, rent of own premises) 

– 

Copies of 
invoices/bills/contracts and 

payment confirmations (bank 
statements – if applicable) 

 


