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In this session

▪ PO and FPP: two different stages

▪ Online form and PO 

▪ Create a new Project Outline

▪ Complete and submit your PO

▪ Find help in the platform



PO vs FPP
Two stages of the proposal journey;

this session focuses on creating and 
submitting the Project Outline



▪ Create a convincing story

▪ Push innovation for actual market impact

▪ Explain the concept and consortium relevance

▪ Present clear objectives

PO Stage

▪ Refine the PO based on evaluation feedback

▪ Create online work breakdown structure

₋ Work packages with tasks and deliverables

₋ Milestones

▪ Propose a convincing realisation plan

FPP Stage

PO/FPP differentiation
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Online form + PO Annex 
The 2026 workflow uses separate 
online and offline inputs



What you complete online
Available at itea4.org/community

▪ General project information

▪ Partner overview

▪ Planned costs and effort

▪ Country information and public-funding rationale

▪ Project submission



The updated workflow uses two separate 
documents

Online input PO Annex document
Merged Project 

Outline

▪ Previous Calls

▪ 2026 workflow

Online input
(via itea4.org/community)

Reference document
(read-only)

PO Annex (word)
(download template, complete and upload as-is)

One merged document

No merge
Two separate documents

+ =

1

2



Why the updated workflow is easier to 
manage

▪ Avoid stray formatting and instructions left by document merging

▪ Use a separate PO Annex for images, tables and supporting material

▪ Latest PO Annex template can be downloaded from project management 
tab

▪ Co-author the PO Annex in Google Docs, SharePoint or similar tools

▪ Download the Reference document at any time to review partner input

▪ Follow word limits on selected online fields



Stay within the built-in word limits

▪ Keep proposals concise and easy to review

▪ The platform flags fields that exceed their word limit

Input field Word limit

Partner description 100 words

Partner market access 150 words

Partner main contribution 100 words

Partner strategic importance 100 words



Reference Document and PO Annex



Create a new Project 
Outline
Choose how to start, then complete the 
required basics



Create a new Project Outline
There are 2 options
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▪ In case you already have a project idea

▪ Start from scratch



Option 1: Start from a project idea
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▪ When the Call is open, use the 
button to create a Project Outline 
from an idea



Option 1: Set up the form
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▪ The acronym and title are prefilled 
from the idea

▪ Add partners to the Project Outline

▪ Confirm the Project Leader

▪ Set the start and end dates



Option 1: Keep the PO in sync with your idea
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▪ Complete the Project Outline

▪ If partners are added to the idea 
later, use the button to add them 
to the Project Outline



Option 2: Start from scratch
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Call index page Community index

https://itea4.org/community/call/index/call-38.html https://itea4.org/community 

https://itea4.org/community/call/index/call-38.html
https://itea4.org/community/call/index/call-38.html
https://itea4.org/community/call/index/call-38.html
https://itea4.org/community


Option 2: Start from scratch
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▪ If you already created a Project Outline 
and you have an idea you can make a 
connection



Complete your Project 
Outline
Follow these five steps to prepare the 
PO for submission



Complete the basics first

92

▪ Complete the form to create a 
new project

▪ Use Quick Start to cover the 
required initial steps
- Create or edit the consortium

- Write the executive summary

- Complete funding rationales

- Enter costs and effort

- Upload the PO Annex



Step 1: Invite partners to the consortium

▪ Send partner invitations

▪ Invitees receive an email and can 
accept or decline

▪ Accepted invitees appear as 
active partners

▪ Invite additional contact persons 
from the same organisation 
when needed



Step 1: Add partner details
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▪ Complete the following for each 
partner:
- Partner description, role in the 

value chain and main contribution

- Strategic importance and market 
access

- Submit the LOI

- Submit the DoA (mandatory for 
FPP)

- Partner can only be deactivated 
when costs and effort are removed



Manage partner contacts
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▪ Several contacts can be active for 
one partner

▪ Use Add associate to add an 
existing contact
- Email invitations work only for 

known email extensions

- An associate can be a Technical, 
Proxy Technical or Financial Contact



Step 2: Write the executive summary
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▪ Complete the Executive 
Summary online; it is included 
in the Reference document

▪ Maximum length: 600 words



Step 3: Complete funding rationales

▪ Provide a public-funding 
rationale for every country

▪ Choose or update the country 
coordinator and national 
rationale

▪ Use the help text in the form to 
see what is expected

▪ Any active contact for a partner 
in that country can be the 
national coordinator



Step 4: Enter costs and effort

▪ Update costs (k€) and effort 
(PY) for:
- Project

- Partner

- Country

▪ In PO, enter effort per 
partner and year; in FPP, 
include effort per work 
package



Step 5: Upload the PO Annex

▪ Upload the PO Annex via Project 
Management > Management

▪ You can upload multiple PO 
Annex files



Review and submit your 
Project Outline
Check the details, resolve issues and 
submit with confidence



Use the project checklist before you submit
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▪ Use the project checklist to find 
required actions before submission
- Red blocks: blocking issues

- Orange blocks: non-blocking warnings

▪ Resolve the blocking issues before 
you submit

▪ A partner-level checklist is also 
available



Submit your Project Outline

▪ Finish the checklist before you submit

▪ Review the Reference document 
(read-only draft)

▪ Select the correct PO Annex version

▪ If you change the PO after 
submission, submit a new version

▪ The latest version submitted before 
the deadline will be reviewed

You can resubmit your 

PO until the 

submission deadline



What happens after the deadline

▪ ITEA Office processes all 
submitted Project Outlines

▪ Experts review the PO Annex 
and the Reference document 
(which together form the PO)



Reference documents after submission

▪ Immediately after submission, 
the draft Reference document is 
visible with the version

▪ ITEA Office prepares a PDF 
version for review



Find information and 
support on ITEA websites
Use the Community website to find 
calls, guidance and project support



Find the Call, projects and deadlines
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▪ Start on the Community website’s Call 
index page

▪ Find all relevant information for the 
open Call

▪ Open My projects and My project 
ideas directly

▪ Check the timeline for important dates 
and deadlines



Get help while you complete the PO
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▪ Use the online FAQ for each topic

▪ Open help from the right-side 
menu on project pages

▪ Use the light-blue buttons for 
direct links to the relevant help 
topic



Thank you for your attention

Questions?


