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1. Introduction 
 
The Migration Partnership Facility (MPF) plays an important role in translating the strategic priorities 
of the European Union’s external migration policy into practical initiatives. One of the core 
mechanisms through which this is achieved is the MPF’s grant programme. The MPF grant 
programme supports the implementation of migration partnerships between the EU Member States 
and partner countries.  
 
This Guideline for Application Submission provides a comprehensive, step-by-step overview of the 
application process in the Grant Management and Visualisation System (GMS) under the MPF Calls 
for Proposals. The GMS has been developed by the International Centre for Migration Policy 
Development (ICMPD) with a view to automate functionalities and facilitate users’ experience. All 
Concept Notes (CNs) and Full Applications (FAs) must be submitted via the GMS. 
 
We strongly encourage all prospective applicants to read this guideline carefully and reach out to 
the MPF Team (mpf.grants@icmpd.org) with any questions or requests for clarification while using 
the GMS for concept note or full application submissions.  
 

2. How to access the MPF Call for Proposals Guidelines?  
 

• For a concise summary of the specificities of each MPF Call for Proposals, including the 
objectives, financial allocation, eligibility criteria and grant application process, which will aid 
you in your application preparation and submission, visit the MPF website and click on Call 
overview button as shown below. 
 

• To access the MPF Call for Proposals Guidelines and the complete document template package 
for each stage of the grant application process, visit the MPF website and click on Call 
documents button as shown below. 

 

mailto:mpf.grants@icmpd.org
https://www.migrationpartnershipfacility.eu/calls-for-proposals
https://www.migrationpartnershipfacility.eu/calls-for-proposals
https://www.migrationpartnershipfacility.eu/calls-for-proposals
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• To consult the frequently asked questions (FAQ) section, please hover your mouse over the 
Calls for Proposals section on the MPF website, then click on the FAQs option from the drop-
down menu. 

 

 
 
 
 
 

https://www.migrationpartnershipfacility.eu/calls-for-proposals
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3. Registration in the System 

 

• Prior to the application submission, all applicants are required to be first registered in the 
GMS. The GMS will facilitate your grant application submission A to Z, including your follow-
up on existing applications. In order to access to the GMS and proceed with the applicant 
registration, please hover your mouse over the Calls for Proposals section, then click on the 
Submit here option from the drop-down menu: 

 

 
 

• You will be automatically redirected to the GMS where you may register (as a new applicant) 
to submit a new application, or log-in (as an existing applicant) to consult your submitted 
applications and/or follow up on your existing grants: 

 

 
 

• Once you click on Register button, you will be taken to the Registration Options list where 
you may select the entity type applicable to your organisation, and proceed to the next step: 

 

https://www.migrationpartnershipfacility.eu/calls-for-proposals
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• Once all sections are filled under Organisation Information section, click on Submit button 
and proceed to the next step: 
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• Upon your registration submission, you will receive an email with a link to create a password 
and login. Once this is done, you will be able to access your account by clicking on Login here 
button: 

 

• If you encounter any technical issue during your GMS registration process, please email the 
MPF Team at mpf.grants@icmpd.org with a short description of the issue and we will get 
back to you as soon as possible. 

 

• In case you forget your password, you can always reset your password by clicking on the 
“Forgot Password?” link shown below: 

 

 
 

4. Application Submission 
 

The application process consists of the following two steps: 
1) Submission of a Concept Note; and (if the Concept Note is approved) 
2) Submission of a Full Application. 

 

mailto:mpf.grants@icmpd.org


9 

 

Both the Concept Notes and Full Applications are to be drafted in English, by filling in the online 
forms in the GMS. Application form templates can also be found on the MPF website but they only 
serve for guidance/preparation before submission. 
 
 4.1. Concept Note Submission 

 

• Login to the GMS with your newly created credentials: 
 

 
 

• Upon login, you will immediately have access to your organisation’s dashboard with four (4) 
principal sections equivalent of your application steps. Each section will assist you in tracking 
the status of your application throughout the entire process.  

 

 
 

https://www.migrationpartnershipfacility.eu/calls-for-proposals
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• The CALLS FOR PROPOSALS section on top of the GMS dashboard, will direct you to the 
currently Open Calls for Proposals, where you may choose the Call for Proposals of choice and 
proceed with the Concept Note application submission. 

 

• To proceed with the Concept Note submission, please click on the Apply Now button: 
 
 

 
 

• Under the New Application section, please fill in the mandatory fields pertaining to your Legal 
Representative. 
 

• Afterwards, please click on the Start Drafting button to continue to the next step: 
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• The information you just filled in under the New Application section will appear on the next 
step under the CONTACT INFORMATION tab. 
 

• A new application ID (e.g. ICMPD/2025/MPF/1117) will also be automatically assigned by the 
GMS at this stage. 

 

• Click on Save Draft button to ensure the Concept Note is properly saved at any stage during 
your drafting and/or editing work. 
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• As soon as the Concept Note draft is saved, you will be able to re-open it at any time and 
complete your application by clicking on the Home menu on the top of your page. 

 

• Your Draft will be displayed under the CONCEPT NOTES section of the GMS dashboard.  Click 
on it to proceed with your Concept Note draft: 

 

 
 

• A new page will open where you may click on the Open button to open your Concept Note 
draft: 

 

 
 

• Click on the second tab entitled CONCEPT NOTE to proceed with your application thoroughly 
(application content and supporting documents) compliant with the eligibility requirements.  

 

• Once the application content and supporting documents are added, always Save Draft to 
ensure the Concept Note is properly saved before the next steps. 

 

• Unless you are already in contact with the MPF Team, you can request preliminary feedback 
from the MPF Team on your Concept Note draft by clicking 'Request MPF Feedback on draft'. 
In such case, you can use ‘Notes’ on the grey menu for any specific questions.  

 

• Once you are ready for official submission (and evaluation), click the 'Submit' button. 



13 

 

 
 

• Upon submission, the window below will pop up, prompting you to return to the GMS 
homepage: 

 

 
 

• You shall also receive an automatic email noreply@smartsimplemailer.com confirming 
successful Concept Note submission – please do not respond to this email.  The MPF Team will 
get back to you in case of need for clarifications or directly once the evaluation is complete, in 
line with the timeframe stated in the Guidelines 
 

• The application status will automatically be changed from Draft to Submitted under the 
CONCEPT NOTES section of the GMS dashboard.   

 

• Click on Submitted to consult and/or download your submitted Concept Note package for your 
records. 
 

mailto:noreply@smartsimplemailer.com
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• A new page will open where you may click on the Open button to open your Concept Note: 
 

 
 

• Click on the second tab titled CONCEPT NOTE to consult your submitted application and scroll 
all the way to the bottom of your page to download your submitted Concept Note package in 
either Word or PDF formats.  
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Concept Notes are checked by ICMPD for administrative and eligibility compliance and subsequently 
assessed by EU services. Within the timeframe indicated in the Guidelines of the Call, ICMPD will 
respond to the applicant with either a written invitation to submit a Full Application or a rejection. 
The Concept Notes will be measured on the relevance and design of the proposed action, based on 
the evaluation grid included in the Guidelines of the Calls for Proposals.  

 If your Concept Note is Rejected (with or without recommendations), your application process 
stops here. You will receive a notification email and the status of your application will 
automatically be changed from Submitted to Rejected under the CONCEPT NOTE section of 
the GMS dashboard. 

 

✓ If your Concept Note is Accepted (with or without recommendations), you may proceed with 
the next step in the application process: the Full Application preparation and submission in 
line with the timeframe stated in the applicable Guidelines. 

 
 

 4.2. Full Application Submission 

 

Just like the Concept Notes, Full Applications should be drafted in English and submitted via the 
GMS.   
 

• Login to the GMS with your credentials: 
 

 
 
 

• On the GMS dashboard, under the FULL APPLICATIONS section, please click on Draft to start 
working on your Full Application: 

 

https://icmpd.eu-1.smartsimple.eu/s_Login.jsp
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• A new page will prompt you to click on the Open button to open your Full Application draft: 
 

 
 

• Click on the third tab entitled FULL APPLICATION to proceed with your application thoroughly 
(application content and supporting documents) compliant with the eligibility criteria and other 
requirements of the Call.   

 

• As the Full Application content and supporting documents are gradually added, always Save 
Draft to ensure the Full Application is properly saved and avoid losing any data. 

 

• Unless you are already in contact with the MPF Team, you can request preliminary feedback 
from the MPF Team on your Full Application draft by clicking 'Request MPF Feedback on draft'. 
In such case, you can use ‘Notes’ on the grey menu to ask any specific questions.  

 

• Once you are ready for official submission and evaluation, click the 'Submit' button. 
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• You shall receive an automatic email from noreply@smartsimplemailer.com confirming 
successful MPF Call for Proposals: Full Application submission – please do not respond to this 
email.  The MPF will get back to you upon application evaluation. 
 

• The application status will automatically be changed from Draft to Submitted under the FULL 
APPLICATION section of the GMS dashboard.   

 

• Click on Submitted to proceed to consult and download your submitted Full Application 
package for your files. 

 

• A new page will open where you may click on the Open button to open your Full Application: 
 

 
 

• Click on the third tab entitled FULL APPLICATION to consult your submitted application and 
scroll all the way to the bottom of your page to download it either Word or PDF formats.  

 

mailto:noreply@smartsimplemailer.com
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Full Applications will go through an Administrative and Eligibility Check carried out by ICMPD. 
Eligible applications will then be examined and evaluated in line with the processes and timeframe 
indicated in the Guidelines of the Call. 

 If your Full Application is Rejected upon evaluation (with or without recommendations), your 
application process stops here. You will receive a notification email and the status of your 
application will automatically be changed from Submitted to Rejected under the FULL 
APPLICATION section of the GMS dashboard. 

 

✓ If your Full Application is Accepted upon evaluation (with or without recommendations), you 
may proceed with the next step (contracting) in line with the timeframe stated in the 
applicable Guidelines.  

 
5. Awarded Projects 

 
Following the decision to award a grant, the beneficiary will be offered a contract based on the 
standard grant contract.  
 
To consult the relevant grant contract related information, please consult the MPF website (the 
guidelines and grant contract templates available on the Calls for Proposals and FAQ sections on top 
of the MPF webpage). 

 

• To follow-up on the status of your grant, you may Login to the MPF GMS with your credentials: 
 

https://www.migrationpartnershipfacility.eu/calls-for-proposals
https://www.migrationpartnershipfacility.eu/calls-for-proposals
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• On the GMS dashboard, under the AWARDED PROJECTS section, please click on Contracts 
& Amendments to consult the status of your current Contracts & Amendments. 

 

• A new page will prompt you to click on the Open button to review and follow up on your 
current Contracts & Amendments: 

 

 
 
 
If your application was not selected this time, we encourage you to submit another proposal! 
 
If you were awarded the grant, congratulations and best wishes for the implementation! Additional 
guidance and support materials will be forthcoming. 
 
 
 
 
 


