
Local Organizer Support 
Step by Step Guide
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LO Local Organiser

GH Grant Holder 

MC Management Committee 

LOS Local Organizer Support 

Key Players
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Before the 

Meeting 
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LOS must always be added (when 
applicable)
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The GH manually encodes the 
details of the LO or uses the Look 
Up button
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▪ Encodes the estimated number of participants per day

▪ Chooses the LOS reimbursement modality

▪ Submits the Request to the MC Chair/Vice Chair

The GH:
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The MC Chair/Vice Chair approves or 
rejects the LOS request
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▪ If the LOS is rejected, the GH is informed and will be able to resubmit 
the application

▪ If the LOS is pre-approved, the LO receives a Grant notification letter 
(see example below) 
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After the 

Meeting 
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The LO will receive 2 reminders: 

1 day after and  25 days after the meeting
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The LO completes the actual number of 
participants and chooses the 
reimbursement modality
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The LO enters the expense breakdown if 
not using the flat rate modality
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▪Upload all invoices

▪Click on “Submit” the LOS claim to the GH 

The LO must: 
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The GH receives an email notification 
about the LOS submission by the LO 
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▪ Verify the claim

▪ Upload the attendance list

▪ Request for MC Chair/Vice Chair approval 

The GH can also send back the LOS to the LO for resubmission.

The GH must : 
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When the LO claims an amount different from the flat 
rate, the GH must make sure that the amount in the box 
matches the final amount in the breakdown of 
expenses before submitting for approval to the MC 
Chair.
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The MC Chair/Vice Chair receives an 
email to approve/reject the claim
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Once approved, the GH receives an 
email notification. This effectively 
finalizes the claim on e-cost
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The GH clicks on ‘Claims’ and records 
the payment. An email notification with 
the payment details will be sent to the 
LO.


