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How to Use the MobiliseSME Matchmaking Platform
matchmaking.mobilisesme.eu
Interested in participating in the project but not sure how to proceed or what is required? Please find below the full description of how to find or register your match through our online IT tool!
1. Register first
Before starting your matching process, you must register to the platform. Please click on the button ‘Sign up’ and fill out the form for registering. Once you submit your details, you will receive an email with a link for confirmation. To complete successfully your registration, you need to click on this link. As soon as the registration is confirmed, you will be automatically redirected towards the webpage for creating your posts.

Please note that this information will form your profile, publicly available to other users. The profile is intended to facilitate the matching process between you and other potential candidates of an exchange. The registration information can be modified or deleted at any time in case you do not wish to participate in the project anymore or want to add or change some information provided therein.

2. Registration
In order to access the platform, you were asked to register first. Information that you provided during the registration process now forms your profile which is publicly available to other users. The function profile is intended to give the first-hand information about your company to other users and thus to facilitate the matching process. You may modify or delete information contained in your profile or decide to permanently delete your profile account at any time if you wish no longer to participate in the project. 

3. Matching process: My post 
Once you are registered on the platform, you get access to the profiles of other users. Please use the search function including the filter toolbar to identify more easily profiles matching your needs and requirements. 
However, if you already know what you are looking for, create a post through ‘My post’ section. This feature gives you the opportunity to better express your needs and intentions for finding your exchange counterpart (matching company). Each user may publish unlimited number of posts and each post must contain the following information: department, researched/offered skill or knowledge, duration and language skills. This set of information allows other users (entrepreneurs) to get better insight on your needs and preferences.
All posts can be shared on social media but for accessing the post and thus connecting with the company, registration on the platform is always required. 
My profile or My post?
Both the profile and posts are public. They differ in the level and type of details provided as well as in purpose. While the profile gives only general information about the company and its sector of activities, posts enable companies to indicate what they are looking for. Even though creating posts is not obligatory for accessing the database and connecting with other companies for a potential match, we strongly recommend using this feature and being active. This will significantly increase your chance to find your counterpart for an exchange. 
4. Connect with your match!
If you found a company with whom you would like to connect to discuss the potential arrangement, click on the button ‘Propose matching’ 

By activating this feature, you will automatically receive an email in your mailbox with the details on the requested match. At the same time, this email will be sent to the national contact point located in the country of the requested company. If this company accepts your invitation to discuss a potential exchange, the matching process is fully on and should ideally result in a mutual commitment signed between your company, the requested company and the participating employee(s). 

The commitment, also called the Tripartite Agreement, must contain the following elements: objective, time-line and duration, learning plan, activities plan, and the expected outcome. You can find the template of the Tripartite Agreement in the documentation section of the matchmaking platform. 

The role of the national contact point is to assist companies during the matching process, in particular to facilitate the talks with the aim to achieve consent for an exchange.

National contact points will also help find solutions should some problems or difficulties arise or answer any additional questions about the administrative part of the application process for MobiliseSME funding. 

5. Registration of your existing match
The online platform was designed as a meeting point for companies to facilitate their search. However, it is possible for companies which already established contact outside the platform and would like to participate in the scheme, to formalise their arrangement via the function ‘Register existing match’. 

You may find this option under your name on the platform (the red toolbar, just next to ‘Help’). Please note that in order to trigger this function the company with which you wish to register the match (‘matching-company’) must first create a profile, i.e. to register on the platform. Then, instead of creating a post, go to the section ‘Register your match’ and search your matching-company. Once you see the profile of the matching-company, you will be able to finalise the process by clicking on the button ‘register a match’. 
 
6. What next? 
Regardless whether you find your matching-company on the platform via My profile/My post functions or outside the platform and register it via ‘Register an existing match’, the following documents must be produced and signed to finalise the process that will allow the employee to benefit from the MobiliseSME funding: 

a. Tripartite Agreement: Companies and employees participating in the future exchange must provide a written commitment with clearly defined responsibilities of each party, i.e. the objective of the exchange, description of the training (learning plan) and activities (activities plan). This document must be signed and handed over to the respective National Contact Point prior to the exchange. This document forms a part of the application for financial support as explained below. You can find the template of the Tripartite Agreement in the documentation section of the matchmaking platform.

b. Declaration of Honour: In order to participate in the MobiliseSME scheme, the employee must demonstrate to fulfil a set of requirements and conditions (please see the section Conditions for Participation on the matchmaking platform). In this regard, the employee must present a duly signed and dated declaration of honour, stating that he/she fulfils the conditions and requirements contained therein, along with his/her CV and current employment contract. You can find the template of the Declaration of Honour in the documentation section of the matchmaking platform.

c. SME Declaration: In accordance with the conditions for participation in the MobiliseSME scheme, the company whose employee is participating in the exchange (=the sending company) must be a MSME within the definition of the European Commission provided in its Recommendation (2003/361/EC) of 6 May 2013 (for more information, please see the section Conditions for Participation on the matchmaking platform). The sending company must demonstrate to fulfil this requirement by completing and signing the SME Declaration (with the exception of liberal professions; in such case it is required to present a proof of registration in the national professional body). You can find the template of the SME Declaration in the documentation section of the matchmaking platform.
The employee must submit the application consisting of the documents above with his/her National Contact Point in due time before the exchange takes place. Once this application is received and validated by the National Contact Point, the employee and the National Contact Point will sign the Financial Support Agreement that lays down the terms and conditions for providing the funding. The financial support will be paid in 2 or 3 instalments and the employee will receive the first instalment within the period of 20 working days after concluding the agreement. You can find the template of the Financial Support Agreement in the documentation section of the matchmaking platform.

7. Post-exchange feedback
[bookmark: _GoBack]All participants of the exchange will be asked to provide feedback in the form of a short electronic survey. The National Contact Point will send the link before the end of the exchange. The feedback will allow us to truly evaluate your experience as well as the feasibility of this initiative. In addition, without a feedback from all three parties in the exchange, the employee will not receive the final instalment of his/her financial support (please see the Financial Support Agreement).

We hope and believe that all participants will greatly benefit from this experience. Preferably, companies will take this opportunity as the occasion to strengthen or establish fruitful business cooperation, for example through a new common project or partnership. As for the participating employees, they will gain a new professional experience which will strengthen their position within the companies and increase their competitiveness in the labour market. 


Win-Win-Win achieved!
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