
Sample application form 
 

Before proceeding with the on-line application please read the following 
information:  
 

 Use Latin characters only for file name or description of certificates 
/ diplomas.  

 Attach only the following formats: doc, pdf, rtf, txt, wps, jpg, jpeg, 
tiff, png, gif, xls, ppt, xml, htm, html;. otherwise your attachments 
will be disregarded ; Maximum size for attachments: 4 MB 

 If the CV (in English), or University (first cycle) degree is missing 
your application will not be considered. 

 
Candidates have the sole responsibility for filling in their application correctly 
and attaching the necessary CV (in English), diplomas and certificates in the 
correct format.  
 
Sample application form  
 
1. FIRST SCREEN  
 
 

 
 
(1)  Select title (Mr, Ms)  
 
(2) Type your last name in the text box labelled Surname  
 
(3)  Type your first name in the box labelled Forename  
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(4)  Click on submit to go to the second screen or clear to reset your data  
 
2. SECOND SCREEN  
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(5) You should see your title, surname and forename at the top. These are 

read-only fields and you cannot change them.  
 
 
(6)  Address: In the field Permanent address, type your full mailing 

address.  
 
(7)  Telephone numbers: In the telephone number field you should put in 

the first textbox your country code, in the second textbox your city code 
and your main telephone number in the third textbox. If you have a 
second telephone number put it in the fourth textbox. In the field 
mobile, insert your mobile with the country code in front.  

 
(8)  E-mail: Make sure that you insert your correct e-mail address 

otherwise we will not be able to contact you. If you have more than one 
address, you should separate the addresses with a semicolon (;).  

 
(9)  Date of birth: You must enter your date of birth as DD/MM/YYYY. That 

is, 2 digits for day (DD), 2 digits for month (MM) and 4 digits for year 
(YYYY).  

 
(10)  Units of interest: Please describe briefly your motivation for choosing 

the particular field of interest.  
 
(11)  Attachments: Take care to add your attachments correctly. You must 

enter both the Curriculum Vitae and first cycle University degree (BA) 
otherwise your application will be rejected.  

 
(a) Describe the type of attachment (e.g. Diploma, BA, Ptychion, 
Maîtrise etc).  
 
(b) The attachments’ filenames should be written in Latin characters. 
Do not use country-specific characters/letters.  
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(c) Select the type of attachment: “CV” for your curriculum vitae, “1st 
cycle University degree” for your main diploma(s) and “other” for any 
other attachment you might want to add.  

 
(d) Click on browse to locate the file, and then OK to save it. You can 
continue adding more attachments in the same way.  

 
3. CONFIRMATION PAGE  
 

 
 
(12)  Once you have completed the attachments and all the application form 

fields, you can submit your application to Cedefop. 
 
(13)  Make sure that you tick the Declaration of honour checkbox before 

submitting your application. 
 
(14)  You should get a confirmation page that shows all the information you 

have entered. At the bottom of the page you can also see if you have 
entered the required attachments. Make sure that you check all 
attachments and that you have not missed anything! 

 
(15)  Print and keep this page. If you need to contact Cedefop you must 

refer to your protocol number.  
 
(16)  You will also receive an automatic e-mail confirming that your 

application has been saved to our database. Do not reply to this 
notification!  
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