
 

ECMWF ProContract Submission Portal - Instructions for 

Applicants 

only for the purpose of ECMWF grant procedures 

 

This document aims to provide guidance to the grant applicants on how to submit a project proposal via the 

proposal submission portal (ProContract). This document contains the following sections: 

- Proposal submission portal (ProContract); 

- Who must register; 

- Note on Registration via ProContract; 

- Finding and accessing an opportunity & Online questionnaire; 

- Submitting the response; 

- Messaging board for applicants’ clarification questions.  

 

Proposal submission portal (ProContract) 

 

The European Centre for Medium-Range Weather Forecasts (ECMWF) uses ProContract for most of the 

procurements that it runs and is also using it for grant procedures – specifically for applicants to submit 

project proposals in response to Calls for Proposals – until further notice.  

Each Call for Proposal contains the information in its announcement and documentation in this regard. To take 

part in Call for Proposals and to be able to express an interest in an opportunity, applicants must register on 

ProContract with details of your entity, the registration is free – refer to subsection ‘’Who must register‘’ for 

detailed information on the entities required to register. You should note that the process for registration on 

the portal is managed by the portal provider Due North. If you have any technical issues with the portal or your 

registration process, you should visit the ProContract Help Library at https://supplierhelp.due-north.com/ or 

contact their support team by emailing to ProContractSuppliers@proactis.com.  

In the case you do not receive answers from ProContractSuppliers@proactis.com, please contact 

grants@ecmwf.int. ProContract can be accessed from one of the following links (the first link redirects to 

ProContract login/registration page and the second link redirects to the page where ECMWF current 

opportunities are listed): https://procontract.due-north.com or https://procurement.ecmwf.int.  

After the registration step, all the communications shall be done via the messaging board, please see subsection 

at the end of the document. 

 

https://supplierhelp.due-north.com/
mailto:ProContractSuppliers@proactis.com
mailto:ProContractSuppliers@proactis.com
mailto:grants@ecmwf.int
https://procontract.due-north.com/
https://procurement.ecmwf.int/


 

 Page 2 of 12 

 

 

Who must register 

 

The Coordinator1 is the ONLY legal entity that submits the project proposal. All other legal entities involved 

in the project, i.e. other Beneficiaries, Affiliated entities, Associated partners, and Subcontractors are NOT 

required to register on ProContract and do NOT submit the project proposal.   

If an entity is already registered on ProContract, a new registration is not required. However, it is the sole 

responsibility of the applicant to ensure that all information in the registered profile is accurate and up to date. 

ECMWF accepts no responsibility for any consequences arising from outdated or incorrect profile information 

at the time of submission. 

 

Note on Registration via ProContract 

 

When registering on ProContract, you may notice references to terms such as ‘’company’’; ‘’supply your 

goods & services’’; ‘’buying organisations’’; ‘’supply’’; ‘’business’’; ‘’buyer category’’. Please do not 

interpret this to mean that only private companies are eligible to register or participate in the grant procedures, 

neither that this grant procedure is a procurement exercise; nor that ECMWF is acting as buying organisation 

for the purpose of the grant procedure. Unless explicitly stated otherwise, grant procedures are open to a broad 

range of applicants, including private entities (e.g. companies, NGOs, universities etc.), public entities, and 

individuals. To determine whether your entity is eligible, please consult the Eligibility Criteria section of the 

Call for Proposals documentation.   

 

 

 
1 The beneficiary coordinating the proposals preparation and the grant implementation – on behalf of other beneficiaries 

– is defined as coordinator. Even in case of a mono-beneficiary grant with no other participants, that beneficiary is 

considered the coordinator. 
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Registration and profile updates on ProContract are subject to a general Supplier User Agreement (SUA) 

provided by the system provider (“Terms and Conditions – Supplier User Agreement”). Please note that the 

SUA applies solely to system access and technical use. It does not govern the content, process, or legal nature 

of the grant procedure. Applicants are therefore requested to consider only those provisions of the SUA that 

relate to the technical use of the system. In the event of any discrepancy between the SUA and the Terms and 

Conditions of the grant procedure, as set out in the Call for Proposals documentation and annexes available on 

ProContract, the latter shall prevail. 

Terminology note: references in the Supplier User Agreement (SUA) to procurement-related terminology 

shall be interpreted as follows: “Supplier” shall be understood as “Applicant”; “Procurement” or “Procurement 

activity” as “Grant procedure”; “Bid” or “Tender” as “Proposal”; “Invitation to Tender (ITT)”, “Request for 

Quotation (RFQ)”, or similar as “Call for Proposals”; “Contract award” or “Contract” as “Grant award” or 

“Grant Agreement”; “Buyer Organisation” as the “Grant Authority”; “Evaluation and award process” as 

“Proposal evaluation and grant award process”.  
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Finding and accessing an opportunity & Online questionnaire 

 

When you are registered on ProContract, you will be able to see all the opportunities available in ProContract 

for various entities beside ECMWF. When you are at the home page, you can narrow your search results to 

opportunities issued by ECMWF by selecting the corresponding portal or organisation on the ProContract 

Opportunities page as shown in Capture 1: 

 

CAPTURE 1: 

 

 

When you locate an ECMWF Call for Proposals from the list and you click on the link, following screen for 

the Call for Proposals will open which is the advert of the opportunity: 
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CAPTURE 2: 

 

1) An ECMWF Call for Proposals is composed of a set of documents. The adverts published will contain the 

main document(s) of the Call for Proposals as attachments. The titles of the documents may change depending 

on the format of the Call for Proposals, however the main documents attached here will provide information 

minimum for the following: 

- Call for Proposals document (including deadline and timeline) 

- Guidelines for Applicants 

 

The aforementioned documents together with the remaining documents of the grant procedures will in general 

be templates for applicants to complete and submit (various annexes of the Call for Proposals document etc.) 

as well as the Grant Agreement Template (NOT be filled in and submitted at proposal submission stage) that 

will be provided within the “Online questionnaire”. 

Online questionnaire is the step where applicants prepare their responses by answering questions about their 

entities and uploading documents for their responses in accordance with the instructions therein. The steps 

explained further in this document will take you to the online questionnaire. 

 

2) After you viewed the advert and the documents attached for the Call for Proposals, you will need to “register 

interest” to access the online questionnaire. Registering interest is a step to access the Call for Proposals and 

does not commit you to respond. When you click on “Register interest” you will see the following screen in 

Capture 3:  

 

CAPTURE 3: 
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The notification in the screen above will indicate your interest is accepted and will also give you a link to 

access the Call for Proposals. If you click on the link indicated above, it will take you to the Call for Proposals 

event and you will see the following screen in Capture 4: 

 

CAPTURE 4: 

 

Capture 4 above displays the Call for Proposals event. In this screen you will see an option “Start my response” 

as indicated. If you click on “Start my response” it will start the response wizard which will take you to the 

“Online questionnaire” in a few steps for preparation of your response. In this screen you will also see an 

option as “Register intent to respond”. This is optional and provides ECMWF with extra information for 

registered intents by applicants for submitting a respond to a Call for Proposals. If you turn off the screen 

notification in Capture 3 or leave the page/portal, your interest will still be registered as linked to your account 

and activities and you may access the Call for Proposals at a later stage. In order to find the Call for Proposals 

you expressed an interest in at a later stage, please see Capture 5 below: 
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CAPTURE 5:

 

As indicated in Capture 5 above, when you login to the portal, your home page will have tabs where you can 

have access to your activities. When you choose “Recently added” tab, the Call for Proposals that you 

expressed an interest in will be listed. When you click on the link of the Call for Proposals you wish to access, 

you will view the main page (activity dashboard) of the Call for Proposals and will see the screen in Capture 

6 below: 

 

CAPTURE 6: 

 

1 The activity dashboard of the Call for Proposals presents the procurement process as different events. The 

initial event as seen above is the “Expression of interest” event and you will see that event as your interest 

accepted.  
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2 The second is the event for the Call for Proposals where you start your response by accessing the “Online 

questionnaire”.  

3 As indicated in the capture above, you will need to click “Open” to start the Call for Proposals event 

(depending on your navigation activity, it may read as “Start” as well). Please note that it may take a few 

seconds for the new screen to appear. When you click “Open” or “Start” you will see the screen in Capture 7 

below: 

 

CAPTURE 7: 

  

In the screen above you will need to click the “View draft response” as indicated which will take you to your 

draft response as shown in the below Capture 8. 

 

CAPTURE 8: 
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When you click the “Edit” in Capture 8, it will open you the “Online questionnaire” as shown in Capture 9 

below: 

 

CAPTURE 9: 

 

 

Now you have accessed the online questionnaire where you will need to answer questions and upload 

completed documents which will constitute your response to the Call for Proposals. Each question will have 

descriptions and guidance for applicants about what are expected. “Question 1.1 Confirmation of 

understanding of documentation” of the questionnaire is where you can find the full set of Call for Proposals 

documents. Please note that while you are completing the questionnaire, each question will give you the option 

to “save” your answer and any documents you upload. Once you complete the online questionnaire you will 

need to close it by clicking on the “back” button at the bottom of the screen.  

 

Submitting the response 

 

CAPTURE 10: 
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Before proceeding with “Submit response” you must enter ‘’Central Digital Platform (CDP) - Supplier 

information’’ – see number 1 on the Capture –  and tick the statement ‘’I confirm that I will/have provided the 

necessary documentation as part of the 'Response documentation, files & links' section of this response help’’ 

and click ‘’Save’’, only after having done so you can proceed with the step below needed for the submission. 

Having completed the questionnaire online you can either save it for later submission or submit it straight away 

– see number 2 on the Capture.  

As indicated in the above Capture 10 above, the status of your response will read as “Draft” during the process.  

It is important to note that once you complete your response, you must click the “Submit response” button and 

the status of your response should read “Submitted”.  

Until the closing date you can change answers to the questionnaire and submit a new version. ECMWF will 

be able to see only the version of the answers that is current at the closing date. 

 

Messaging board for applicants’ clarification questions 

 

All correspondence between the applicants and ECMWF regarding a grant procedure is conducted via the 

“messaging board” of the Call for Proposals in the proposal submission portal (ProContract). 

Messaging board can be accessed from the dashboard of the Call for Proposals as shown in Capture 11 below. 

Once you click on “view” messages, it will give you an option to create a new message as well as shown in 

Capture 12. (Indication 1).  

Please note that as shown in Capture 12 (indication 2), you will need to select the “Read” status box and click 

“Update” to see the messages that you have previously viewed. 

 

CAPTURE 11: 
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CAPTURE 12: 

 

To ask clarification questions: 

Applicants may submit questions related to the Call for Proposals (“Clarification Questions”) by completing 

the form “Request for Clarification Form.xlsx” and uploading it via the Messaging board within the relevant 

Call for Proposals. All Clarification Questions must be received by more than 15 calendar days before the Call 

for Proposals closing date. ECMWF will endeavour to respond to requests for clarification within 7 calendar 

days of receiving them. Responses provided by ECMWF, including the decision not to give a substantive reply 

and to refer the questioner back to the Call for Proposals documentation, are final and shall not be subject to 

appeal or complaint. Clarifications will be shared with all applicants who have expressed an interest in the 

relevant Call for Proposals if deemed to be of general interest, particularly where they concern overarching 

aspects of the Call for Proposals and the respective Actions (e.g. conditions, terms, requirements, scope, roles 

and tasks of applicants, or funding provisions etc.). Clarifications related to project-specific topics (e.g. 

applicants' proposed approaches, ideas, or solutions etc.) will not be shared more broadly. The identity of the 
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questioner will not be disclosed. ECMWF alone will determine whether a clarification is of general interest, 

and this determination shall not be subject to appeal or complaint. 


