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Agenda

1. Introduction to the application form step-
by-step

2. Your questions – please also ask during the 
presentation
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Before starting the application…..

Before you start filling in the application form in Espresso, it is a good
idea to have the following information ready:

- Name, address, phone number and website of all participating partners

- Name, e-mail and phone number of the contact person and legal 
representative of all participating partners

- VAT number, bank account, IBAN and Swift code of the coordinating
organisation

UFS Side 3



Go to our website www.nordplusonline.org
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Click ”Apply”



Log into Espresso – create an account if you do 
not have one already
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Click ”Register new 
user” to create an 
account



Select the relevant application form – there are 5 
different Nordplus sub-programmes
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Select the Nordplus Adult
application form if your
project is related to adult
education and learning

Tip: You can select
language in the top 
right corner. The 
application form is 
available in English 
and Danish



The application form is divided into tabs, which adapt to the selected
type of project. This is an example of a development project
(”collaboration project”)
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Give your project a title



Tab 1: Start
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Tip: You can give your
partners/colleagues reading or 
editor access so that you can fill
in the application form together. 
Your partner/colleague must 
create a user account in 
Espresso so that you can search
for him/her in the list.



Tab 1: Start
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NB! Remember to 
click ”Save” before
you leave a tab.



Tab 2 – Institutions: Coordinator

UFS Side 10

Here, you must insert the 
coordinating organisation. Click
”Add institution”.



Tab 2: Institutions: Coordinator
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Start by searching for the 
name of the coordinating
organisation and select the 
organisation on the list if it 
is already registered in 
Espresso. If the 
organisation has had a 
project before, you will be
able to find the 
organisation in Espresso. If 
the coordinating
organisation is not 
registered in Espresso 
already, click ”Add
institution” and fill in the 
details about the 
organisation.



Tab 2: Institutions: Coordinator
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Here, I have selected/registered the 
coordinating organisation, and the 
organisation has been inserted.



Tab 2: Institutions: Coordinator
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Select type of organisation 
from the list. If relevant, fill in 
details about unit. This is mainly
relevant if the coordinating
organisation is large, e.g. a 
university.



Tab 2: Institutions: Coordinator
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Fill in the details about the contact person and legal 
representative of the coordinating organisation. 
The legal representative is the person who is 
allowed to sign contracts on behalf of the 
coordinating organisation. The contact person will
receive all information about the project from the 
Nordplus administration. Click ”Edit” in order to fill
in the details



Tab 2: Institutions – partner institutions
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You register partner 
organisations by 
clicking ”Add new 
partner”. Hereafter, the 
procedure is the same 
as when you
selected/registered the 
coordinating
organisation. You start 
by checking if the 
partner organisation is 
already in Espresso by 
searching for the name. 
You register the 
organisation if it is not 
in Espresso. Click ”Add
new partner” for each
organisation that you
want to register as a 
partner.



Tab 2: Institutions: Partner institutions
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Start by searching for the 
partner organisation’s name
and select the organisation 
from the list if it is already
registered.
If the partner organisation is 
not registered, click ”Add
institution” and fill in the details
about the partner organisation. 
Your partner can help you with 
this if you give him/her editor 
access in tab 1.
Also select the type of 
organisation that applies to the 
partner organisation.



Tab 2: Institutions: Partner institutions
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Fill in the details about
contact person and 
legal representative of 
the partner 
organisation by clicking
”Edit”.



Tab 2: Institutions: Partner institutions
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Here, I have selected/registered a 
partner organisation, and it has been
inserted into the application form.



Tab 2: Institutions: Letter of intent (LOI)
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Tip: Remember to attach a ”letter of 
intent” from all participating
organisations – both the 
coordinating organisation and all 
partner organisations. If the LOI is 
missing, your application will be
rejected since the LOI is the only
proof of commitment to 
participation in the project. The LOI 
must be signed by the contact
person and the legal representative
of each organisation. All LOIs must 
be uploaded in tab 6 ”Budget”.



Tab 2: Institutions: Letter of intent (LOI)
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The letter of intent is generated
automatically for each participating
organisation when you have filled in the 
information about the coordinating
organisation and the partner 
organisations. You can choose to send the 
document to the contact person by 
clicking the box placed to the right of the 
name. You can also choose to download 
the documents by clicking on the pdf-
document to the left. Save the documents
on your computer and send them to the 
partner organisations for signature.



Letter of intent – LOI – example (coordinator)
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Letter of intent – LOI

It is the responsibility of the coordinator to send the letter of 
intent to each participating organisation.

The coordinating organisation and ech partner organisation 
must do the following with the letter of intent:

- Print the document
- The document must be signed by the legal representative and 
the contact person by hand (not electronically)
- The signed document must be scanned and sent to the 
coordinator
- The coordinator attaches all letters of intent to the 
application in tab 6 ”Budget”

NB! If you encounter any problems with the LOIs, please contact
me (mbsr@ufm.dk).

UFS Side 22



Tab 3: General info.
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In this tab, you must register what type 
of project you want to apply for. Read 
about the different types of projects in 
the Nordplus handbook so that you
select the correct project type. The 
tabs of the application form will adjust
to the type of project. This test 
application is a collaboration project of 
the type ”development project”.



Tab 3: General info.
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Select your project type here. If you want to apply
for a thematic network, a mapping project or a 
development project, you must choose
”collaboration project”. Later in the application form, 
you will be asked to specify the precise sub-
category of collaboration project. 
Please note that it is not possible to combine
different types of projects in one application. If you
want to apply for more than one project type, you
will have to fill in an application form for each
project type.



Tab 3: General info.
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Select the topic from the list that fits your project the 
best. If no topics fit, you can select ”Other”.



Tab 3: General info.
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Register the start- and end date of your project. 
Please remember that mobility projects can have a 
duration of up to 1 year. Collaboration projects can
last up to 2 years. 
If your project is selected for funding, you will receive
your contract during May 2023, and the payment will
be transferred when the contract has been signed. It 
is a good idea to start the project no earlier than at 
the end of May/beginning of June 2023 if you want
to be sure to have the payment before the activities
start. 



Tab 3: General info.
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Here, you must select the choices that
apply to your project. If you or your partners 
have received Nordplus funding before, you
will be asked to state the project IDs/titles. 
Please ask your partners if they are
involved in other applications in this round.



Tab 4: Project description
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In tab 4, you must describe your project, your partnership
and your plan for anchoring and dissemination of your
project results. Your application will be assessed according
to the following 4 criteria that are all represented in tab 4:
- Relevance of the project in relation to the objectives and 

frames of Nordplus and Nordplus Adult
- Quality of the plan for implementation of the project
- Quality and relevance of the partnership
- Quality and relevance of the plan for anchoring and 

dissemination of the project results

Here, you select your type of collaboration project.



Tab 4: Project description
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Tab 4: Project description
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Tab 4: Project description
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Tab 4: Project description
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Tab 4: Project description
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Tab 4: project description
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Tab 4: Project description
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Tab 4: Project description
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Tab 6: Budget (collaboration projects do not have 
a tab 5)
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Only collaboration projects must attach a 
budget. In mobility projects, the budget is 
integrated in the application form. 
Working with the budget has 2 steps:
1) Fill in the Nordplus Adult budget template 

(excel-file), which you download in this tab 
(click the link in 6.2). Upload the completed
budget template in this tab (click ”Upload”).

2) Enter the sum totals for each budget 
category manually in the boxes here. Make 
sure that the sum totals in the excel file and 
the boxes are identical.



Tab 6: Budget
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Her har jeg udfyldt felterne manuelt i 
overensstemmelse med tallene fra mit 
test-budget (excel-filen)

Here, you can comment on the 
applied budget. It is 
recommended to do this if you
apply for more working days than
we recommend.

Here, I have entered the sum 
totals from my test budget 
template. When I click ”Update 
sums”, the total Nordplus grant 
is calculated automatically.



Tab 6: Budget
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Here, you find the Nordplus 
Adult budget template for 
2023 (excel file), which you
need to fill in if you want to 
apply for a collaboration
project.

Here, you attach the signed letters of 
intent (LOIs) from the coordinating
organisation and from all partner 
organisations. You must also attach
the completed budget template here
(the excel-file)



Tab 6: Budget
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Tab 6: Budget
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Tab 7: Check list
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Before you can submit your application in tab 8, 
you must confirm that you accept Nordplus 
GDPR-regulation.



Tab 7: Check list
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You must also confirm that you have 
attached letters of intent and budget. 
Finally, you must confirm that you are
aware that the partnership must 
consist of minimum 3 organisations 
from 3 different Nordplus countries in 
order to be eligible for a collaboration
project (For mobility projects, the 
minimum is 2 organisations from 2 
different Nordplus countries).



Tab 8: Submit
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When you click this button, you submit your
application. You can also download your
application as a pdf-file.



What happens after submission of the application?

You will receive an e-mail from the Nordplus administration when
the deadline has been passed, i.e. 2 February. The Nordplus 
administration will confirm receipt of your application.

Your application will be assessed by at least 2 evaluators and be
recommended for funding or rejection.

The Nordplus Programme Committee formally concludes on the 
grant proposal of the Nordplus administration on its meeting at 
the end of April.

During the first week of May, you will receive an answer to your
application from the Nordplus administration.

If your project is funded, you will receive a contract, which must 
be signed before the payment can be transferred. The payment of 
grants above 15.000 EUR happens in two installments: 80% by 
receipt of signed contract and 20% by approval of final report.
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Questions about anything?

Do not hesitate to contact me:

Malene Rickmann, mbsr@ufm.dk, +45 72 31 89 27

Guidance in your own language?

Contact your local Nordplus office:

https://www.nordplusonline.org/about/contact/
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