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ECMWEF ProContract Submission Portal - Instructions for
Applicants
only for the purpose of ECMWEF 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/
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Who must register

The Coordinator! 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.
ECMWEF 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.

Register free with ProContract O Minmum requrements

Begin you cmum registration by filling in a few details below . i
Why should | registewith-RraContract?

Organisation name & Regsstration s free and yor il be immediately available for opportunities managed by over 30,000 buyers from over 400 private
public sector and 3rd sector Ofmemee
What happens next?

Email address & Once we have verified rnuémp&nr name gnd email address you will be asked to complete a short registration process u\c\udm
details and contact informatioT e . your application will be the ProContract team and you wilTTs SfTemail
address confimming next steps.

By clicking 'Continue registration’, you agree to the Terms 2 ditions & Privacy. y Do | receive opportunity alerts?

Following successful registzalion as.oad of vour comoany profile you can stipulate your preferred oppartunity areas of interest along with geagraphical
‘Continue registration locations to which you canfsupply your goods & services. [overnight, your interests will be maiched against the latest published opportunibes and you

will be notified by email THES e, and if you wish, eXpress your interest in each of the opportunities.

Already registered? Log in here

! 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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proacti's

Supplier registration - Areas of interest

Opportunity areas of interest

reggive the full benefits of your

mhmmv notify you by e are that you may be interested in. Yous
opportuny . at represent youl ou can ent 6 keywords

Note: The best malch searchis purly @ stating guide o the ceepories that may b of vaue fo your organisaion based upon the keywards you select. You ust make sure that you are happy wih the selections so tht you do ot miss oul on opporturiies.
PROACTIS Holdings PLC and the buying organisation that post opportunities on this portal are not respansible for any incorrect selections mad

Enter at least 1 keyword

Already Registered? Login hers

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”.

proactis

Register free with ProContract @ Minmum eourements

Begin your ProContract supplier account registration by filling in a few details below § ,
o Why should | register with ProContract?
Organisation name & Registration is free and your company profile will be immediately available for opportunities managed by over 30,000 buyers from over 400 private,
public sector and 3rd sector crganisations.

What happens next?

Email address W Once we have verified your company name and email address you will be asked to complete a short registration process including basic company
details and contact information. Upon submission, your registration application il be reviewed by the ProContract team and you will be sent an email
address confirming next steps.

By clicking 'Cantinue registration’, you agree to th &Privacy pol Do | receive opportunity alerts?
Following successful registration, as part of your company profile you can stipulate your preferred opportunity areas of interest along with geographical

locations to which yau can supply your goods & services. Overnight, your inferests will be matched against the Iatest published apportunities and you
will be notified by email. The email will contain finks to review, and if you wish, express your interest in each of the opportunities.
Alteady registered? Loc
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Terms & Conditions

@ Please confirm your acceptance of the terms & conditions oullined below in order lo use this service
Supplier User Agreement

airoduction a

he & provided by PROAC v he Buyer Organisations. This Use ent applies to the Supplier's and its Supplier Users' access to and use of the System. The Supplier acknowiedges that by a Supplier User accessing the ]

the Sy 1
esy
t for Infi . 0

Privacy policy
Please make sure that you read the PROACTIS privacy. palicy before continuing

By clicking "Update account and login”, you agree to the terms and conditions & privacy policy @

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 ECMWEF. 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:

proactiir’a."c. & ECMWF

# Home Q Find opportunities () My activities €>My contracts (@) Help

ome » Al data v Go
Opportunities - Search results
Narrow your results Opportunities
Portals Title ~  Buyer Expression Start Expression End Estimated value
All v and Prox ECMWF 26/03/2025 13/05/2025 NA
~ ECMWF 02/05/2025 12/06/2025 NA
~ Organisations
X 1 ECMWF 10/04/2025 29/05/2025 NA
ECMWF v
ECMWF 27/03/2025 22/05/2025 NA
~ Workgroups
¢ 521 ECMWF  09/04/2025 21/05/2025 £2,200,000.00
No Selection] v
f i J ECMWF 10/04/2025 22/05/2025 NA

- Categories &
There are 0 categories selected
g3 Add UNSPSC categaries

o

+]
3 Add
3 AddF

When you locate an ECMWEF 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:

#4 Home  Q Find apportunties

lis » €J52_152a_bis Enhancing User Inte

wiraments activities

CJS2_152a_bis Enhancing User Intelligence for CAMS : User uptake and user requirements activities
Main contract details. Expression of interest window

Opportunity Id DNT69603 From 10/04/2025 1200 to 2210572025 1500
Title CJS2_152a_bis Enhancing User Intelligence for CAMS - User uptake
and USer requirements activites Register nterest in this opportunity
Categories 73000000-2 - Research and development services and related
consultancy servces
Description ECMWWF, as the Europaan Commissions entnusted Eniy for Contact details
oper imosphere Monitosin 5)
ices 1o support, with th
andiits different

Buyer ECMWF
Contact Procursment at ECMWF
Email do_nol
Telephane +4% 118 949 5000
Address ECMWF
cading
Region(s) of supply Osterrsich wriori-
BelgiquaiBelgia RG2 9AX
Burwapun United Kingdom

Estimated valu
Keywords Enhanc

ing . User Intelligence
9 o Attachments

Key dates 154 L 2
. — KB

Estimated contract dates b nstucions 429
Startdate 01/10/2025 End date 3105/2028 S o

n
KB

28
KB

1) An ECMWEF 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:

Page 5 of 12



€ ECMWF European Centre for Medium-Range Weather Forecasts

proacf% &S ECMWF

ty actiities  4$My contracts @) Help

CJS2_1308 Media relations and reputation management services

cJt Expression of interest successful (<]

Expression of interest successful

Me
You have successfuly registes

C€J52_130a Mo

tin the following opportunity for Test

You will receive an emall notif

What happens next?

Close v

Estimatod contract dates
Start date 01/10/2025 End date 30/092028

Attachments

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.
L T r—" T = 10

Activity summary
Activity information Deadine & time remaining

1018z acvay can be submitted no lter than

— Aresponse to s
— 215t May 2025 at 3:00 PM «
e Time remaining o

Buper: ECHWE
Tie

Oescription

Actvity documentation, fles & links (8) o

Py o cori

Question sets (1) & 5ons currsnty vsati 1o you are
e pomms e

i Wixd ans o o o which 23 e mandascry

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:

proactgji\s

#4 Home  Q Find opportunities [T My activities €)My contracts

Home pportunies | Sea G

Home page
- Activities View 1 - Company details summary /Edt

EST3
Active  Recently added  Last viewed {TR0L9; CORE00N, Cambiidgesnire, COZI 7P

Description
test
Buyer Title Added Kepucids
ECHWF " . e 07/05/2025 08:09 senvice
K ECHMWF d f oo te Project Mach Tools to fil th h 4 X RCM Sir 07/05/2025 08:09
* ECMWE E n. & " o 07/05/2025 08:07 ~ Vendor profile
The questionnaires listed below contain common queston sets used nationall by buying organisatons.
Questionnaires may be relevant 1o your business area so please read the descrption by hovering over the
help icons
@ stanc: (30)-2015 @ Edit (0% complete)
@ stanc: (50)-2023 g Eit (0% complete)
(S0)-2024 g Edit (0% complets)
- Opportunities 7
To search and view all of the latest opportunities available on the Proactis portal, please click on the ‘Find opportunities’ link above -~ Workgroups

Activities are assigned to workgroups allowing il Contacts within a workgroup to work on the activities
togsther

Add new workgroun

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:

proactis £ ECMWF

# Home Q Find opportuniies  [T) My activites @My contracts @@ Help

Activity : CJS2_130a Media relations and reputation management services

Messages (0)

uu|:>.

Activity type: mr You have recaived 0 message(s) of which 0 are unread
Reference: 745135

Respond by: 21 May 2025 at 1500 View | Viesw unves

Response status: Wot started

Audit history

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:

Activity summary

Actiy informaton Deadine & time remaining

© Tate
Aresponse to i scoiy can b submtad no it han
_A 215t May 2025 at 3:00 PM ©
15 iovtes tncers et Time remaining &

2 6 22

stz o e

Messages & clarifications (0)

(6 T pavel wil show my messages & Garicatons ihat have been 3ent 10 y0u ConZeTng
s sy o e by

Actity documentation, fes & nks (&) &

ave received O mesasge(s) of ehich 0 are unvead

= - ==
& pdf 2w Your response (Version 1 - Draft)
. o e
e T
¢ W T e e
ratetrim
- % D i e
. il o
o . ot
S e
consin et (10
- sy
—
i i e iy :_':> e

Audt history

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:

proactis

# Home Q) Find opportunifies () My aciiies 453 My contracts. () el

M sclles » G DT e —p—

Your response summary -
RESPORsE INTOIMaion

Deadline 4 time remaining &
Suppher. TEST) Company reg rumer. fore

. Company saess. s A response o thes actvity can be suseated no st han
“ Camrisge. 215t May 2026 at 3:00 PM &
Workgroup contacts:  Laurs Cares Camerisgesrie
Unied Kngoom Time remaining o
Rty s Dr7SR08 cazz e
Wobsie: Fina
Responac k. ATET0RS4
i 2 6 17
Weds Yoy M
Addibonal information & e

¥ R o S i S5 RS BSO Saction, CHSK 6 9 EF Sk 13 B

‘Your response «
Cantral Digital Platform (COF) - Supplier information &

™ cumer stata.of o respon seteny
e

Thic i your recponsa subméssion progress checklct.
Vou have nat staried tha Ceniral Digial Fatko (CDF) - Sepplier Inormatie section. Clok on e BAE ik 1o bagin.

o foryou e,
B ncomes et o esgond (07052025 08361
. B St o crat your respnsa o this achivty
i Before yoo com submIt your rEEpONSE you need 10
Title Surmmany — Aaton @ Gomnien v suanons rhomaten sezen

ﬁ Optians currandy avalsble to you are

Audit higtory.

Marstatory quasten sot of 1 questions of which 13 ars mandatery
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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:
proactis
@ Find opportmiies. () My achidos @My conbiacts (@) Help
View evalualion questions
Queshons. Progress (4%)
- s s T

® 00 000 0 0 00000 OES Sl BRSO
g
¥
B
g
: |

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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proactis

A tome Q Froopponemes D) Myacwmes @Paycomncs @ e

Your response summary
Respanse infomation o Deading & bme remaining &
Aresponse to hes actvity can be submtied o laer than

215t May 2025 3t 3:00 PM @

Time remaining &

(0P 28 par o e Remporae decumeniaion, S & ks’ secson ko,

Question ses (1) &

e samesry e

ety muesion set o 24 guestions of aneh 23 are mandtery

Audit history

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 ECMWEF 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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proactis -C ECMWF

4 Home  Q, Find opportunities ([ My activities 4=} My contracts () Help

Activity : CJS2_130a Media relations and reputation management services

Messages (0)

T

You have received 0 messags(s) of which 0 ars unread
745135 .

21 May 2025 at 1500 ll| v
Version 1 - Draft

Audit history

CAPTURE 12:

proactis

#& Home  Q Find opportunities () My activities €My contracts () Help

» Messaging Alldata

Messages for CJS2_130a Media relations and reputation management services - Search results

Narrow your results Inbox

- Read Status [Ccreste e meszose | <: 1 Actions- -
Read .<= 2 < |

Unreaa
Thére have been no messages sent/received that match your search criteria

Flagged

- Received/Sent Within

@ Al

To ask clarification questions:

Applicants may submit questions related to the Call for Proposals (“Clarification Questions”) by completing
the form “Request for Clarification Form.xIsx” 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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guestioner will not be disclosed. ECMWEF alone will determine whether a clarification is of general interest,
and this determination shall not be subject to appeal or complaint.
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