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Applying for a Meeting or Training Course 
 

Each nomination form comprises the following steps  

 

 
 

 

 

1. The candidate first edits and completes his profile. The candidate’s profile needs to be completed 

100% before a nomination form can be submitted to the Project Counterpart or National Liaison 

Officer/Coordinator. Ideally the candidate’s profile should be completed before filling out a 

nomination of activities form. However it is possible to start filling out a nomination form, save it in 

draft mode and complete the information in the profile page later on.  

 

 

2. The candidate fills out the ‘Nomination Form’ 

  

 

3. Once the candidate has filled out the nomination form with all required data (and assuming the 

profile page has all the data), he/she submits the nomination form to the Project Counterpart or 

National Liaison Officer/Coordinator.  

 

 

4. ‘Country Approval’ is done by the National Liaison Officer/Coordinator. If the nomination is 

approved, the appropriate Programme Management officer is notified. 

 

 

5. In the ‘History and Forward’ section you can track the progress of the nomination form. 

  

 

6. In this ‘Documents’ section you can review (and/or upload more) signed nomination forms that 

are needed before the approval of the online nomination form, and other documents, such as 

medical and language certificates, BSITF/ASITF and confidentiality agreements. 
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Initiating a Nomination Form 
Before starting filling out the nomination form, please make sure that you select the right type of 

event: 

 

 
Meetings are events organized by the IAEA where a group of Experts and/or participants

1
 come 

together to discuss, analyse and evaluate technical or managerial aspects of a TC project or 

programme. Meetings also serve as a venue for professional exchange and for developing 

recommendations in different fields related to the TC programme. 

 

Training courses refer to a training event provided by the IAEA, in cooperation with the Member 

State(s), where knowledge or skills in a particular field is transferred from one group of individuals 

(lecturers) to another (participants). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                 

1Meeting participants may also include a formerly termed National Expert or Consultant. For more information on the various types 

of participants, consult Definition of IAEA TC HR Development Types.  
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When you start filling out a nomination form, please note the different sections in the form 

 

 
 

1. Nomination Candidate: At the top you see who the candidate for this nomination form is. 

Normally you would see your name in this section, but if you are a National Liaison 

Officer/Assistant or Regional Coordinator, you can select some other candidate and fill in a 

nomination form for him/her. Refer to the section below ‘The Role of the National Liaison 

Officer/Coordinator’ for more information.  

2. Control changes to form: There are buttons that you can use to either Save the changes that 

you made or ignore them (Cancel). When the form is displayed for viewing (read-mode), 

instead of having Save/Cancel buttons, you will see an Edit button that, when you click on it, 

will unlock the fields in the form for editing. 

3. Progress Indicators: In the top right corner there is a progress indicator. Every time you save 

the changes on the form, the progress indicator will be updated. When you fill out all of the 

necessary data for the form, the indicator will be at 100%.  

4. Define Nomination: In this area you define the type of nomination and you specify the TC 

Project that the meeting or training course is related to, as well as the related event. If the event 

has been published by the IAEA, you can find it by clicking on the magnifier. If the event has 

not been published by the IAEA, please enter the title of the course/meeting in the text box 

below the magnifier. 

5. Nomination Data: This area contains questions related to the nomination form. You will find 

more information about them in another section in this document.  
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Event Type and Nominating Country 

 

First you have to provide the basic details about the nomination form such as a) the nomination 

type, b) the nominating country, c) TC project under which the meeting/training course will take 

place, d) a related event and e) the type of financial support. Once you fill in these fields, you can 

already click the Save button and your nomination will be saved in Draft mode.  

 

 
 

You do not have to fill in all the information in this section immediately, you can fill it or update it 

later on if you want.  

After you fill in some information, and you click ‘Save’ at this point, you will see that the form will 

look similar to the one on the screen below.  

 

 
 

Note that now we have a new section above the form, in which we can see various information 

related to the form. By default we are in ‘Nomination form’ and in later sections we will see how 

the other tabs work as well. Please also note that after clicking the Save button, the Progress 

indicator was updated. 
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1. Description of Work & Previous Involvement 

 

In this section you fill in information about the type of work that you have been doing in the last 3 

years. If you want, you can prepare a document with a list of your published work and attach it in 

this section. You should also list information about any previous involvement with the IAEA.  

 

The screens should be taken from the same event – either meeting or training course, as it is 

confusing to jump from one to the other. It is perhaps better to choose a training course from the 

beginning, as additional questions are asked  

 

 

 
 

By clicking on ‘TC involvement’ you can choose from a list of your previous TC involvements 

automatically detected by the system. Please add any additional involvements not mentioned in this 

list, such as participation in a coordinated research projects or IAEA consultancy. In the case of a 

Training Course, additional information regarding the use of the training to the government has to 

be entered. 

 

2. Finalizing your nomination form 

If you completed all of the form fields in the nomination form and click the Save button, you should 

see that the progress indicator is at 100%. Once the form is 100% complete, you can move on to 

submitting the form for review.  
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3. Form Submission to Project Counterpart 

Once you completed the nomination form, you click on the submission tab to submit your 

nomination form to the Project Counterpart.  

 

 
 

To submit your Nomination form you should click the ‘Submit to Project Counterpart’ button. Once 

you click the button you should see the Search Person form allowing you to choose the Project 

Counterpart via the “Select” button.  
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After you chose a Project Counterpart you can enter a message.  

 

 
 

Once you submitted the nomination form, the Project Counterpart will be able to review it and 

based on the provided information forward it the respective NLO or send it back to the candidate 

for further editing.  
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4. The role of the Project Counterpart 

 

If you are a Project Counterpart and there are nominations that have been submitted to you, they 

will appear in your inbox. After you open the nomination form using the links in the Inbox, you 

have the possibility to make changes to the form yourself or you can use the forward feature in the 

‘History & Forward’ tab to send the nomination back to the candidate for changes.  

Once the form is ready for submission, click on ‘Submit to National Liaison Officer/Coordinator’. 

(Please note: Submit to Project Counterpart is disabled because you are already the Project 

Counterpart) 
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Once you click the submit button, you will get this form to submit the nomination to the National 

Liaison officer.  
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5. The role of the National Liaison Officer/Coordinator 

Submitting an nomination form for a candidate 

As a National Liaison Officer you can submit nomination forms for other candidates. When you 

click ‘Apply for Training Course/Meeting’, you will see that there is no candidate selected for the 

nomination form.  

 

 
 

 

When you click on the magnifying glass, you will see the screen below where you can select an 

existing candidate or create a new one.  

 

 

Reviewing nominations submitted to you 

As a National Liaison Officer you will have nominations that are submitted to you for reviewing 

(they will appear in your inbox). After you open an nomination form using the links in the Inbox, 

you have the possibility to make changes to any part of the form yourself or you can use the 

forward feature in the ‘History & Forward’ tab to send it back to the candidate or to the Project 

Counterpart for changes.  
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After you open the nomination form using the links in the Inbox, you have the possibility to make 

changes to the form yourself or you can use the forward feature in the ‘History & Forward’ tab to 

send the nomination form back to the candidate for changes.  

 

 
 

 

 

Once you think that the nomination is complete and ready for further processing, you can use the 

Country Approval tab that looks like on the image below to either approve or reject the nomination. 
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If you approve the nomination form, you will be redirected to the ‘History & Forward’ tab where 

you can approve and send the nomination to the IAEA Programme Management Officer. 

 

  


