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2.1 - Introduction 
 
Meetings/Workshops/Conferences may be organized by a Management 
Committee (MC) in any COST Member Country, which has signed the MoU 
of the Action. They should be open, in general, to the whole scientific 
community and act as a showcase for the activities of the Action (involving 
more preparation and expenses than Working Group meetings), and this 
may require specific support. 
 

• Support for Management Committee (MC), Working Group (WG) 
or Domain Committee (DC) meeting 

 
The organization of a MC, WG or DC meeting may require financial 
support which can be granted under the same terms and conditions 
although normally the local organizer should provide the facilities free of 
charge 

 
• Support for Workshops and Conferences and other COST 

events 
 

Normally a Workshop will have up to 80 participants and a Conference 
more than 80. 
 
The Conference/Workshop should be organised in conjunction with a 
Management Committee meeting or other major scientific event in the 
field of the Action so that all members of the Committee can attend and so 
that eligible Management Committee or Technical Committee members 
are reimbursed. 
 
One Conference/Workshop per year per Action is usual. 
 
It may be necessary to organize the final conference of an Action after 
the formal end date of the Action. In this case it should be normally held 
within 3 months of the end date. 
 

 
REQUEST FOR SUPPORT 
 
A request for financing can be made by the local organiser after approval by 
the MC of the Action and the COST Office. This is subject to availability of 
funding. 
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2.2 – Supported organization costs 
 
The following costs are eligible for support from the COST Office: 
 

• Room and technical equipment rental; 
• Photocopying, printing of programmes, flyers, book of abstracts, 

application forms, draft report etc.; 
• Phone, fax, mailing costs for announcements, letters of 

confirmation; 
• Personnel - staff involvement - or temporary recruitment of a 

secretary if necessary, or services of a Congress organising 
agency (if the Conference/Workshop is very large); 

• Local transport - e.g. bus for field trips;  
• Coffee breaks and light refreshments; 
• Meals/dinners if deducted from the daily allowance of the 

reimbursed participants. 
 
COST support is normally only a contribution to the total budget. Therefore 
the contributions from other sources to the organisation of the 
Workshop/Conference should also appear on the request (e.g. registration 
fees, sponsorship, contribution of local organiser or others). The contribution 
should normally not exceed € 10.000. For a requested support of up to € 
3.000 the contribution will be granted as fixed grant.  
 
Once the request has been approved, the COST Office will inform the 
Institute organising the Workshop/Conference as to the level of approved 
financing. 
 
 
2.3 - Conference/Workshop Proceedings  
 
If publication is requested, camera ready copies of the report should be 
submitted to the Science Officer who will, in collaboration with the COST 
central administration, arrange for its publication.   
 
Although printing of proceedings are usually financed separately from the 
organization costs, they should nonetheless be mentioned in the financial 
request for the Conference/Workshop. 
 
Alternatively, the publication of proceedings may also be arranged directly 
by the organizer or Delegate responsible for the Workshop/Conference; 
requirements of presentation and information of the planned publication 
must also be followed.  
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2.4 - Procedure for meeting support grants 
 
A request for financing can be made by the local organiser after approval by 
the Management Committee to the COST Office. An on-line procedure for 
the application is under preparation. 
 
 I. Before the Workshop/Conference:  
 

• Letter from local organiser/beneficiary (usually a member of the 
MC) to MC Chair requesting financial support to organise the 
meeting and indicating:  

 proposed location; 
 dates; 
 detailed draft programme (including names of sessions 

chairpersons and keynote speakers to be invited); 
 draft budget for organisation costs showing also 

contributions from other sources. 
• Confirmation of the request by the MC Chair (on behalf of the MC) 

to the COST Office. For support requests above 3.000 €, a full 
financial breakdown to be provided to the COST Office; 

• Registering and budget check by the COST Office; 
• Acceptance letter to beneficiary issued by COST Office to be 

signed and returned by beneficiary. 
 
 
 II. After the Workshop/Conference:  
 
Within 4 weeks after the event, the following documents must be sent to the 
COST Office by the organizer of the Workshop/Conference: 
 

• A signed Payment request form (issued by COST Office) signed 
by the beneficiary; 

• For grants exceeding 3.000 € a final financial account breakdown 
and supporting invoices for at least the amount of the requested 
support; 

• Approval by the MC (Chair). 
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2.5 – Documents, Control and Audits 
 

• The COST Office reserves the right to request additional 
documents for financial verification. 

 
• All relevant financial documents have to be kept for 5 years for 

audit purposes. 
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Annex A: Sample Letter to the Beneficiary 

(document produced by COST Office IT tool) 
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Annex B: Sample Payment Request Form 

(document produced by COST Office IT tool) 
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Annex C: application for conference/workshop support 

(excel form available under http://www.cost.esf.org/guidelines) 
 


	Text3: These are interim guidelines offering practical advice to participants reflecting the actual situation. They are subject to change following pending CSO decisions


