
Grant Agreement Number: 783390 - DIA European Digital Industry Alliance 

 

 

This report (D5.1 – Project Handbook) was funded by the European Union’s COSME Programme (2014-2020) 
 
“The content of this report represents the views of the author only and her sole responsibility; it cannot be considered to 
reflect the views of the European Commission and/or the Executive Agency for Small and Medium-sized Enterprises 
(EASME) or any other body of the European Union. The European Commission and the Agency do not accept any 
responsibility for use that may be made of the information it contains.” 

  

 

 

 

 

 

 

 

D5.1 – Project Handbook 
 

 

DIA – European Digital Industry Alliance 

 

Action number: 783390 

 

 

POLE SCS 

 

 

  

 



Grant Agreement Number: 783390 - DIA European Digital Industry Alliance 

 

 

This report (D5.1 – Project Handbook) was funded by the European Union’s COSME Programme (2014-2020) 
 
“The content of this report represents the views of the author only and her sole responsibility; it cannot be considered to 
reflect the views of the European Commission and/or the Executive Agency for Small and Medium-sized Enterprises 
(EASME) or any other body of the European Union. The European Commission and the Agency do not accept any 
responsibility for use that may be made of the information it contains.” 

i 

 

 

Project deliverable 

Project number 783390 Project title DIA (European Digital Industry Alliance) 

Programme COSME Thematic priority COSME-2016-CLUSTER-1A 

Start of the project 1/12/2017 Duration 24 months 

Deliverable title D5.1 – Project Handbook 

Contractual delivery date 31/12/2017 Actual delivery date 30/01/2018 

Dissemination level 

X Public 

 Restricted to other programme participants (including the Commission) 

 Restricted to a group defined by the consortium (including the Commission) 

 Confidential, only for members of the consortium (including the Commission) 

Responsible of the 
deliverable, contributors 

POLE SCS 

Abstract 

D5.1 – Project Handbook is the manual to be referred to by all consortium members 
about the project content and implementation. It includes workflow diagrams (Gantt 
chart), work breakdown structures, the deliverable list (including technical and 
management deliverables), the main technical project milestone list and overall project 
assessment processes. 

Revision history 

Version Date Description Author (organisation) 

v1 30/01/2018 Draft POLE SCS 

V2 26/04/2018 
Revised version, addressing comments from 
EC (deleted references to unit costs) 
changing format, and updated deliverables. 

POLE SCS 

  



Grant Agreement Number: 783390 - DIA European Digital Industry Alliance 

 

 

This report (D5.1 – Project Handbook) was funded by the European Union’s COSME Programme (2014-2020) 
 
“The content of this report represents the views of the author only and her sole responsibility; it cannot be considered to 
reflect the views of the European Commission and/or the Executive Agency for Small and Medium-sized Enterprises 
(EASME) or any other body of the European Union. The European Commission and the Agency do not accept any 
responsibility for use that may be made of the information it contains.” 

ii 

 

Content 

1 Introduction ....................................................................................................................................................... 1 

2 Project summary ................................................................................................................................................ 2 

2.1 Project abstract ..................................................................................................................................................... 2 

2.2 Project objectives .................................................................................................................................................. 2 

2.3 Consortium ............................................................................................................................................................ 4 

2.4 Gantt chart............................................................................................................................................................. 4 

2.5 Deliverables and milestones .................................................................................................................................. 5 

3 Management structure and procedures ............................................................................................................. 7 

3.1 Organisational structure ........................................................................................................................................ 7 

3.2 Composition of organisational elements ............................................................................................................... 7 

3.3 Organisational responsibilities .............................................................................................................................. 8 

3.4 Decision making procedures ................................................................................................................................. 9 

3.5 Internal communication ...................................................................................................................................... 10 

4 Procedures for financial management and reporting ........................................................................................15 

4.1 Eligible costs ........................................................................................................................................................ 15 

4.2 Responsibilities for financial management.......................................................................................................... 17 

4.3 Timeline for reporting to EASME ......................................................................................................................... 18 

4.4 Progress reports .................................................................................................................................................. 18 

4.5 Final report .......................................................................................................................................................... 18 

4.6 Procedures for financial monitoring and reporting ............................................................................................. 20 

Annexes .....................................................................................................................................................................22 

Annex 1: Template for meeting minutes .......................................................................................................................... 22 

Annex 2: Template for monthly timesheets ..................................................................................................................... 23 

Annex 3: Check list for financial reporting ........................................................................................................................ 24 

Annex 4: Template for progress report ............................................................................................................................ 25 

Annex 5: Template for financial statement ...................................................................................................................... 26 

Annex 6: Template for internal financial monitoring ....................................................................................................... 27 

 



Grant Agreement Number: 783390 - DIA European Digital Industry Alliance 

 

 

This report (D5.1 – Project Handbook) was funded by the European Union’s COSME Programme (2014-2020) 
 
“The content of this report represents the views of the author only and her sole responsibility; it cannot be considered to 
reflect the views of the European Commission and/or the Executive Agency for Small and Medium-sized Enterprises 
(EASME) or any other body of the European Union. The European Commission and the Agency do not accept any 
responsibility for use that may be made of the information it contains.” 

iii 

 

Figures 

Figure 1. DIA Gantt chart .................................................................................................................................................... 4 

Figure 2. DIA project organisational structure .................................................................................................................... 7 

Figure 3. Internal communication flows ........................................................................................................................... 11 

 

Tables 

Table 1. Consortium partners ............................................................................................................................................. 4 

Table 2. List of deliverables ................................................................................................................................................ 5 

Table 3. List of milestones .................................................................................................................................................. 6 

Table 4. Composition of organisational elements .............................................................................................................. 7 

Table 5. Internal communication tools ............................................................................................................................. 11 

Table 6. Email addresses of project team ......................................................................................................................... 13 

Table 7. Reporting timeline .............................................................................................................................................. 18 

Table 8. Procedure for financial monitoring and reporting .............................................................................................. 20 

 



Grant Agreement Number: 783390 - DIA European Digital Industry Alliance 

 

 

This report (D5.1 – Project Handbook) was funded by the European Union’s COSME Programme (2014-2020) 
 
“The content of this report represents the views of the author only and her sole responsibility; it cannot be considered to 
reflect the views of the European Commission and/or the Executive Agency for Small and Medium-sized Enterprises 
(EASME) or any other body of the European Union. The European Commission and the Agency do not accept any 
responsibility for use that may be made of the information it contains.” 

1 

 

1 Introduction 

This document is developed as part of the DIA (European Digital Industry Alliance) project, funded by European Union’s 

COSME programme under Grant Agreement number 783390.  

WP5 ς Project management and coordination aims at performing global project coordination and support tasks at 

regional and European level phases between partners, project management and the European Commission (EC). The 

activities performed in WP5 will provide the basis for administrative, technical and financial management of the 

consortium and will ensure the technical and financial quality required for a successful project. 

The objective of D5.1 ς Project Handbook is to detail the proceeding rules for the project, including workflow diagrams 

(Gantt chart), work breakdown structures, the deliverable list (including technical and management deliverables), the 

main technical project milestone list and overall project assessment processes. D5.1 is structured by the following 

sections: 

¶ Project summary 

¶ Management structure and procedures 

¶ Procedures for financial management and reporting 

¶ Annexes: 

o Template for meeting minutes 

o Template for monthly timesheets, to be used by all project team members 

o Check list for financial reporting 

o Template for progress reports 

o Template for financial statement (as included in the GA) 

o Template for internal financial monitoring 

Important and related documents: 

There are a number of official documents of the project that should be referred to: 

¶ Consortium Agreement: the internal agreement signed between the members of the consortium establishing 

their rights and obligations with respect to the implementation of the action in compliance with the grant 

agreement.  

¶ Grant Agreement (GA) (No. 783390): the contract concluded between the EC (representing the EU) and the 

beneficiaries under which the parties receive the rights and obligations (e.g. the right of the Union's financial 

contribution and the obligation to carry out the research and development work).   
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2 Project summary 

This chapter presents a brief summary of the project including: abstract, objectives, consortium partners, Gantt chart 

(related to the timely management) and deliverables and milestones (related to the management of project outcomes 

and achievements).  

2.1 Project abstract 

The main objective of the project is to build-up a partnership of world leading clusters to configure a “European 

Strategic Cluster Partnership – Going International” focused on internationalisation of digital technologies applied to 

manufacturing and industry (also called “Industry 4.0”). This European Strategic Cluster Partnership (ESCP-4i) will lead 

clusters to increase their competitiveness and innovation potential for internationalisation with a European 

coherence, fostering international cooperation among SMEs, and enhancing innovation. 

The global value chain will be structured around an innovative transnational collaborative approach focused on cross-

sectorial collaboration to commercialize the different technologies, product and services jointly in the field of digital 

technologies applied to manufacturing and industry developed by the clusters (and their SMEs) in international markets 

that will be identified in the project. 

The project will provide a better understanding of the most effective ways to improve cross-sectorial collaboration 

between clusters at a European interregional level in order to develop and commercialize frontline innovations 

internationally. Besides, although focused on digital technology in the manufacturing field, the universality of the 

method will allow developing other global value chain with other regions and in other technology domains, a very useful 

approach to build-up regional smart specialization strategies. 

The project gathers 6 European clusters from industrialized European regions (Portugal, Spain, France, Italy, Germany 

and Sweden), representing two sectors (the ICT and the industrial production). It will end up with the definition of a 

Joint Internationalisation Strategy defining the actions to help European SMEs promote joint offers on the international 

scale, the target countries and the funding plan 

2.2 Project objectives 

The main objective of the project is to build-up a partnership of world 

leading clusters to configure a “European Strategic Cluster Partnership – 

Going International” focused on internationalisation of digital 

technologies applied to manufacturing and industry (also called “Industry 

4.0”). The clusters of the partnerships represent both ICT and industrial/ 

manufacturing technologies, covering the cross-sectoral value chain of the 

digital technologies for the manufacturing and industrial domain. 
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The specific objectives of this project are the following: 

1) To define and implement a transnational model of collaboration “European Strategic Cluster Partnership” focused 

on cross-sectoral collaboration within Europe to develop and commercialize internationally the technological 

solutions, products and services provided by the SMEs of the partners of a global value chain in digital technologies 

applied to manufacturing and industry. 

2) To improve the existing relationships between the different clusters in the project (inside-inside and inside-outside 

collaborative approach) to generate a stable open innovation dynamics and knowledge-technology transfer that 

benefit to their main stakeholders, particularly SMEs, but also larger companies, Research and Technology 

Organisations (RTOs) and policy makers. 

3) To define a Joint Internationalisation Strategy as a strategic roadmap for the partners of the project collaborating 

in it. Specifically, the objectives of the Joint Internationalisation Strategy will be to: 

a. define technology domains, products and services to be developed by the partners together in the area of 

digital technologies for manufacturing and industry. 

b. define joint commercialisation initiatives of these technology solutions, products and services worldwide. 

c. define joint internationalisation initiatives for clusters (and especially their SMEs) in order to discover and 

reach new markets. 

d. identify 6 priority markets worldwide to be further explored and approached by the clusters and their 

SMEs. 

e. define a set of support mechanisms for clusters to be implemented by regional governments in the project 

covering the other axes of the Joint Internationalisation Strategy. 

4) To define a complete business plan to establish (and commit) the resources requires to run the Joint 

Internationalisation Strategy in the period proposed, and especially regarding the financial resources at regional, 

national and European levels. 

5) To elaborate a set of guidelines and recommendations for clusters on how to incorporate the Joint 

Internationalisation Strategy, the model of collaboration as mechanisms to support the implementation of Smart 

Specialisation Strategies (S3) at regional level, specifically in the participant regions of the clusters.  

6) To mentor other potential clusters in regions with less developed cluster profile or interested in the application of 

the technology solutions, products and services covered in the Joint Internationalisation Strategy and developed 

and commercialized. 
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2.3 Consortium 

The project gathers 6 European clusters (Table 1) from industrialised European regions (Portugal, Spain, France, Italy, 

Germany and Sweden), representing two sectors (ICT and industrial production). 

Table 1. Consortium partners 

# Name of partner organization Short name  Country 

1 Pole Solutions Communicantes Sécurisées Pole SCS France 

2 Asociación BASQUEGAME Asociación Vasca de Empresas del Sector del Videojuego BASQUEGAME Spain 

3 
Associação para o Polo das Tecnologias da Informação, Comunicação e Eletrónica 
TICE.Pt 

TICE.pt Portugal 

4 Centro Servizi Industrie Srl MESAP Italy 

5 Balticnet Plasmatec BNPT Germany 

6 Malardalen Industrial Technology Center AB MITC Sweden 

2.4 Gantt chart 

The project tasks will be implemented according to the following timeline (Figure 1). Beneficiaries should pay attention 

to this timeline in order to properly organise their activities and fulfil all deadlines. 

 

Figure 1. DIA Gantt chart 
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2.5 Deliverables and milestones 

Table 2 includes the list of deliverables planned for all the WPs, as well and its responsible organisation and deadline. 

Similarly, Table 3 provides the list of milestones, including responsible organisation and deadline for these 

achievements. Quality control measures will be provided in the deliverable D5.3 ς Quality assurance plan. 

Table 2. List of deliverables 

# Deliverable WP Leader Type Dissemination Month 

D1.1 High level analysis of the digital 
industry global value chain 

WP1 BASQUEGAME Report Public 3 

D1.2 Individual cluster analysis and 
positioning in the global value 

chain 

WP1 BASQUEGAME Report Public 4 

D1.3 First assessment of the cluster 
members needs 

WP1 BASQUEGAME Report Public 5 

D1.4 Analysis of the complementarities 
and synergies with other 

European networking related 
initiatives 

WP1 BASQUEGAME Report Public 6 

D2.1 Agendas, minutes of regional 
workshops 

WP2 TICE.PT Report Confidential 18 

D2.2 Agendas and minutes of study 
visits 

WP2 TICE.PT Report Confidential 18 

D2.3 Agendas and minutes of 
international events 

WP2 TICE.PT Report Confidential 23 

D3.1 Joint Internationalization Strategy WP3 BNPT Report Public 15 

D3.2 Financial Plan of the Joint 
Internationalization Strategy 

WP3 BNPT Report Public 18 

D3.3 Detailed roadmap and actions for 
the implementation of the 

internationalisation strategy 

WP3 BNPT Report Public 20 

D3.4 Creation of a sustainable ESCP 
structure – DIA ESCP 

WP3 BNPT Report Public 23 

D4.1 Communication tools WP4 MESAP Other Public 4 

D4.2 Dissemination strategy WP4 MESAP Report Public 9 

D4.3 Dissemination events report WP4 MESAP Report Public 24 

D5.1 Project Handbook WP5 Pole SCS Report Public 1 

D5.2 Agendas, minutes and signature 
sheets of coordination meetings 

WP5 Pole SCS Report Public 24 

D5.3 Quality assurance plan WP5 Pole SCS Report Public 6 

D5.4 Contingency plan WP5 Pole SCS Report Public 6 
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# Deliverable WP Leader Type Dissemination Month 

D5.5 1st Technical Progress Report WP5 Pole SCS Report Confidential, only for 
members of the 

consortium (including the 
Commission Services) 

7 

D5.6 2nd Technical Progress Report WP5 Pole SCS Report Confidential, only for 
members of the 

consortium (including the 
Commission Services) 

13 

D5.7 3rd Technical Progress Report WP5 Pole SCS Report Confidential, only for 
members of the 

consortium (including the 
Commission Services) 

19 

 

Table 3. List of milestones 

# Milestone WP Leader Month 

MS1 Consortium agreement signed  WP5 Pole SCS 1 

MS2 Analysis of the state of the art WP1 BASQUEGAME 4 

MS3 Analysis of cluster member needs WP1 BASQUEGAME 5 

MS4 Dissemination Strategy WP4 MESAP 9 

MS5 Partnership Agreement WP3 BNPT 23 
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3 Management structure and procedures 

This chapter presents the project organisational structure, together with the responsibilities and composition of the 

different elements considered in it. Furthermore, procedures and guidelines for decision making and internal 

communication are defined. 

3.1 Organisational structure  

The organisational structure (Figure 2) is simple and clear to ensure the achievement of the project goals and outputs, 

as well as to guarantee effective collaboration among partners. 

 

Figure 2. DIA project organisational structure 

3.2 Composition of organisational elements 

The composition of the organisational elements is as follows (Table 4): 

Table 4. Composition of organisational elements 

Role Name 

Project coordinator (PC) Guillaume Roux (Pole SCS) 

Steering Committee (SC) Guillaume Roux (Pole SCS) (chairman)1 
Pedro Roseiro (TICE.pt) 
Joking Garatea (BASQUEGAME) 
Silvia Zinetti (MESAP) 
Alexander Schwock (BNPT) 
Svante Sundquist (MITC) 

Work Package Leaders (WPL) WP1: Joking Garatea (BASQUEGAME) 
WP2: Pedro Roseiro (TICE.pt) 
WP3: Alexander Schwock (BNPT) 
WP4: Silvia Zinetti (MESAP) 
WP5: Guillaume Roux (Pole SCS) 

                                                                 

1 Until Pole SCS recruits a new project manager (probably 1st of March 2018) 

Strategy level 

EC/ EASME 

Project 
Coordinator (PC) 

Steering 
Committee (SC) 

Implementation 
level 

Leader of 
WP1 

Leader of 
WP2 

Leader of 
WP3 

Leader of 
WP4 

Leader of 
WP5 
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3.3 Organisational responsibilities 

The organisational structure is composed of the following elements, which have the responsibilities mentioned below. 

Project Coordinator (PC) 

The PC has the overall responsibility for meeting the project objectives within the agreed constraints regarding schedule, 

cost, scope and quality.  

The PC is the legal entity acting as the intermediary between the beneficiaries and the Agency. The PC shall, in addition 

to its responsibilities as a beneficiary, perform the tasks assigned to it as described in the Grant Agreement. 

The responsibilities of the PC include: 

¶ To report all relevant information relating to the project to the EC and to ensure that adequate reporting 

procedures are in place to assess progress against the work plan; 

¶ To ensure adequate communication internally among the project team and to prepare plenary meeting 

minutes and provide regular operational reports (including activities achieved, resources consumed, deviations 

and corrective actions) to the Steering Committee; 

¶ To perform the daily project management and ensure the quality achievement of all planned project activities, 

in interaction with Work Package leaders; 

¶ To detect any deviations in a timely manner and to report deviations to the Steering Committee to resolve any 

deviations. 

Steering Committee (SC) 

The SC provides the strategic guidelines to the PC and steers the project according to the agreed objectives. The SC will 

be chaired by the PC. The composition of the SC will consist of one representative from each beneficiary. 

The SC will manage the activities of the Consortium and is the highest decision making and monitoring body of the 

Consortium. Responsibilities of the SC include: 

¶ To verify milestones delivery and quality and to assist the PC in the achievement of the overall project progress 

and quality; 

¶ To decide upon measures in the framework of controls to ensure the effective day-to-day coordination and 

monitoring of the progress of the technical work affecting the project as a whole – in coordination with the PC; 

¶ To ensure the general conflict management, if necessary, and decide upon any corrective actions that may be 

considered necessary to ensure a successful project implementation; 

¶ To adopt the plan for using and disseminating the Foreground. 
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Any Party of the SC: 

¶ should be present or represented at any meeting; 

¶ may appoint a substitute or a proxy to attend and vote at any meeting;  

¶ and shall participate in a cooperative manner in the meetings. 

Work Package Leaders (WPL) 

Each WP has a well identified and justified leader who is in charge of implementing operational work with the support 

of other partners.  

WPL are responsible for the technical coordination of their respective work packages including the coordination of the 

tasks leaders, deliverables, milestones and workflow between the work packages. Responsibilities of the WPL include:  

¶ To develop an implementation plan for their WP and to ensure the successful completion of the assigned 

activity (Work Package or Deliverable) in accordance with the project grant agreement; 

¶ To transmit documents and information connected with the WP or deliverable between the partners 

concerned and to ensure an efficient communication between the contributors within each work package; 

¶ To report progress and any deviations from assigned activities to the PC and transmit project deliverables of 

the partners within the WP and any documents and information connected with the WP to the PC. 

Each WPL will be responsible for the organisation of work and outputs of the WP and for the timely solution of any 

problems that may arise. This will include definition of the lowest level of tasks for individual WPs. 

3.4 Decision making procedures 

The voting and dispute resolution procedures of the SC will follow the provisions outlined in the DESCA Model 

Consortium Agreement2, which has been the basis of the DIA Consortium Agreement. 

3.4.1 Voting rules and quorum 

The SC shall not deliberate and decide validly unless two-thirds (2/3) of its members are present or represented 

(quorum). If the quorum is not reached, the SC chairperson shall convene another ordinary meeting within 15 calendar 

days. If in this meeting the quorum is not reached once more, the chairperson shall convene an extraordinary meeting 

which shall be entitled to decide even if less than the quorum of members are present or represented. 

Each member of the SC present or represented in the meeting shall have one vote. 

Decisions shall be taken by a majority of two-thirds (2/3) of the votes cast. 

                                                                 

2 www.desca-2020.eu  

http://www.desca-2020.eu/
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3.4.2 Veto rights 

If a member which can show that its own work, time for performance, costs, liabilities, intellectual property rights or 

other legitimate interests would be severely affected by a decision of the SC may exercise a veto with respect to the 

corresponding decision or relevant part of the decision. 

When the decision is foreseen on the original agenda, a member may veto such a decision during the meeting only. 

When a decision has been taken on a new item added to the agenda before or during the meeting, a member may veto 

such decision during the meeting and within 15 calendar days after the draft minutes of the meeting are sent. 

When a decision has been taken without a meeting, a member may veto such decision within 15 calendar days after 

written notification by the chairperson of the outcome of the vote. 

In case of exercise of veto, the members of the related SC shall make every effort to resolve the matter which occasioned 

the veto to the general satisfaction of all its members.  

A Party requesting to leave the consortium may not veto decisions relating thereto. 

3.5 Internal communication 

Internal communication in the DIA project is crucial for its smooth and effective implementation. Here, internal 

communication refers to how communication is pursued between the elements considered in the project organisational 

structure. The following sections aim to guide partners through the different aspects of internal communication, 

including its goals, flows and tools. 

3.5.1 Internal communication goals 

The most relevant goals of internal project communication are the following: 

¶ Ensure a smooth taking of strategic decisions and problem solving; 

¶ Make all partners aware of the progress in each Work Package (WP); 

¶ Share and validate project outputs; 

¶ Exchange opinions, clarify doubts; 

¶ Build a trust network among partners. 

Figure 3 shows the communication flow and the nature of communication within the project between the various 

organisational elements (internal and external). 
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Figure 3. Internal communication flows 

 

3.5.2 Internal communication tools 

Different internal communication tools have been defined for the project. These are presented in Table 5, explaining its 

purpose and date or frequency, when applicable.  

Table 5. Internal communication tools 

Communication tool Details 

CONSORTIUM 

MEETINGS 

 

There will be two kind of consortium meetings: 

¶ Coordination meetings (Steering Committee) 

¶ Consortium conference calls 

 

Coordination meetings: 

Purpose: Make strategic decisions and discuss the progress achieved in the different 

WPs, make decisions about future activities and next steps, as well as to solve any 

difficulties and other technical and administrative issues. All beneficiaries shall be 

represented in the coordination meetings. 

Date/ frequency:  

¶ 5 coordination meetings will be held:  

o Kick-off meeting: M1 (virtual);  

o Interim coordination meetings: M6, M12, M18 

o Final coordination meeting: M24 

¶ Interim coordination meetings will take place together with the study visits. The 

kick-off meeting was virtually organised (Skype). The final coordination meeting 

EC/ EASME 

Project Coordinator 
(PC) 

Interactions regarding: Project implementation, 
adjustments to GA, administrative/ financial clarifications, 

reporting and project review 

Interactions regarding management of day-to-day activities: WP 
implementation and progress, reporting of WP activities, 

adjustments to work plan, feedback from AB and technical and 
administrative issues 

Steering Committee 
(SC) 

Leader of WP1 Leader of WP2 Leader of WP3 Leader of WP4 Leader of WP5 

Interactions regarding: 
strategic decision making, 
monitoring and control of 

progress 
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Communication tool Details 

will, most likely, be virtually organised as well, or will take place aside the project 

final event. 

 

Consortium conference calls: 

Purpose: Conference calls will be held regularly with the aim to:  

¶ Discuss the work progress within specific WPs;  

¶ Define responsibilities and actions to take; 

¶ Agree on any potential amendments to the work plan; 

¶ Clarify doubts, exchange ideas; 

¶ Conduct internal reviews, make strategic decisions; 

¶ Resolve technical and administrative issues. 

Conference calls are to be organised using Skype. 

Date/ frequency: monthly 

 

Consortium meetings will be preceded by an email to all partners including the date 

for the call and proposed agenda. 

Meeting minutes will be circulated by the PC (or others, as agreed upon) after the call. 

Comments will be sent by the participants on the draft minutes which will then be 

finalised. The follow up actions / next steps defined in each meeting will be listed in 

the minutes to allow a clear understanding of responsibilities and to better track the 

progress of the project. The minutes will be shared on Google Drive.  

See section 3.5.4 for more details regarding the preparation and organisation of 

consortium meetings. 

MAILING LIST 

 

Purpose: Given the small size of the project, no specific internal mailing 

list will be created. The regular individual email addresses of the partners will be used.  

The list of project team emails is provided in section 3.5.3. 

GOOGLE DRIVE 

 

Purpose: This project management/ internal communication platform will support the 

project activities and allow for an effective virtual communication between partners. 

Partners will share documents within each Work Package and have access to the most 

up-to-date documents and information. 
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3.5.3 Consortium email contacts 

Table 6 gathers the list of emails from the project team members. 

Table 6. Email addresses of project team 

Beneficiary Team 

Pole SCS 
¶ Guillaume Roux: guillaume.roux@pole-scs.org 

¶ Alan Redmond: alan.redmond@pole-scs.org  

BASQUEGAME 

¶ Joking Garatea: garatea@gaia.es  

¶ Begoña Benito: benito@gaia.es 
¶ Idoia Muñoz: idoia@gaia.es  

TICE.pt 
¶ Vasco Lagarto: vasco.lagarto@tice.pt 

¶ Pedro Roseiro: pedro.roseiro@tice.pt  

MESAP 

¶ Silvia Zinetti: s.zinetti@mesap.it  

¶ Caminiti Roberto: r.caminiti@advisor.mesap.it  

¶ Menduni Alessia: a.menduni@ui.torino.it  

BNPT 
¶ Alexander Schwock: bnpt@balticnet-plasmatec.org 

¶ Katherina Ulrich: ku@balticnet-plasmatec.org  

MITC ¶ Svante Sundquist: svante.sundquist@mitc.nu  

3.5.4 Organisation of consortium meetings 

This section provides indications on the preparation, implementation and follow-up of consortium meetings.  

3.5.4.1 Notice of a meeting 

The SC chairperson shall convene the meetings of the SC. The SC chairperson shall give notice in writing of a meeting to 

each Member of the SC as soon as possible and no later than 14 calendar days for an ordinary meeting and 7 calendar 

days for an extraordinary meeting.  

3.5.4.2 Meeting agenda 

The SC chairperson shall prepare and send to each Member of the SC a written (original) agenda no later than 7 calendar 

days for an extraordinary meeting. Any agenda item requiring a decision by the SC members must be identified as such 

on the agenda.  

Any member of the SC may add an item to the original agenda by written notification to all of the other members of the 

SC no later than 2 calendar days. During a meeting the members of the SC present or represented can unanimously 

agree to add a new item to the original agenda.  

Decisions will only be binding once the relevant part of the minutes has been accepted.  

mailto:guillaume.roux@pole-scs.org
mailto:alan.redmond@pole-scs.org
mailto:garatea@gaia.es
mailto:benito@gaia.es
mailto:idoia@gaia.es
mailto:vasco.lagarto@tice.pt
mailto:pedro.roseiro@tice.pt
mailto:s.zinetti@mesap.it
mailto:r.caminiti@advisor.mesap.it
mailto:a.menduni@ui.torino.it
mailto:bnpt@balticnet-plasmatec.org
mailto:ku@balticnet-plasmatec.org
mailto:svante.sundquist@mitc.nu
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Any decision may also be taken without a meeting if the PC circulates to all members of the SC a written document, 

which is then agreed by the defined majority (two-thirds) of all members of the SC. Such document shall include the 

deadline for responses. 

Decisions taken without a meeting shall be considered as accepted if, within 15 calendar days no member has sent an 

objection in writing to the chairperson. The decisions will be binding after the chairperson sends to all members of the 

SC and to the PC a written notification of this acceptance. 

3.5.4.3 Minutes of meetings 

The SC chairperson shall produce written minutes of each meeting which shall be the formal record of all decisions 

taken. He/she shall send the draft minutes to all members within 10 calendar days of the meeting. 

The minutes shall be considered as accepted if, within 15 calendar days from sending, no member has sent an objection 

in writing to the chairperson with respect to the accuracy of the draft of the minutes. 

The chairperson shall send the accepted minutes to all the Members of the SC.  
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4 Procedures for financial management and reporting 

The implementation of the project should follow the rules and guidelines for the COSME programme. The Grant 

Agreement (GA) is the document which sets out the rights and obligations and the terms and conditions applicable to 

the grant awarded to the DIA partners for implementing the project. 

The following is a series of important points / rules to be considered. 

4.1 Eligible costs 

To be eligible for European Union funding, costs must satisfy the following criteria, detailed below according to the type 

of cost. 

4.1.1 For Actual Costs: 

¶ they must be actually incurred by the beneficiaries; 

¶ they must be incurred in the period set out in Article 3 of the GA, with the exception of costs relating to the 

submission of the final report (see Articles 6.1(a)(ii) and 15 of the GA); 

¶ they must be indicated in the estimated budget set out in Annex 2 to the GA; 

¶ they must be incurred in connection with the action as described in Annex 1 to the GA and necessary for its 

implementation; 

¶ they must be identifiable and verifiable, in particular recorded in the beneficiary’s accounts in accordance with the 

accounting standards applicable in the country where the beneficiary is established and with the beneficiary’s usual 

cost accounting practices (see Article 6.1(a)(v) of the GA); 

¶ they must comply with the applicable national law on taxes, labour and social security; and 

¶ they must be reasonable, justified and must comply with the principle of sound financial management, in particular 

regarding economy and efficiency. 

4.1.2 For Flat-rate Costs: 

¶ they must be calculated by applying the flat-rate set out in Annex 2 to the GA; and  

¶ the costs to which the flat-rate is applied must comply with the conditions for eligibility set out in the GA. 

4.1.3 Actual costs as opposed to budgeted costs 

The estimated eligible costs foreseen in Annex 2 of the GA are used to establish a budget proposal, and therefore for 

fixing the maximum grant amount, but they are or may be different from actual/real costs. 
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Once the project has started, only actual incurred costs can be declared as eligible costs and claimed for 

reimbursement. Differences between actual and budgeted costs will be indicated in the final financial statement as 

a variance between budgeted costs and the actual costs in the relevant cost category. 

4.1.4 Personnel costs 

Personnel costs are eligible, if they are related to personnel working for the beneficiary under a written employment 

contract (or equivalent appointing act) and assigned to the action (‘costs for employees (or equivalent)’). They must be 

limited to salaries (including during parental leave), social security contributions, taxes and other costs included in the 

remuneration, if they arise from national law or the employment contract (or equivalent appointing act). 

Beneficiaries may also declare as personnel costs additional remuneration for personnel assigned to the action 

(including payments on the basis of supplementary contracts regardless of their nature), if: 

a. it is part of the beneficiary’s usual remuneration practices and is paid in a consistent manner whenever the 

same kind of work or expertise is required; 

b. the criteria used to calculate the supplementary payments are objective and generally applied by the 

beneficiary, regardless of the source of funding used. 

By definition, personnel include permanent and temporary staff registered in the payroll system of a beneficiary whose 

costs are accounted for as staff costs. Such persons must be: 

¶ directly employed by the beneficiary in accordance with its national law; 

¶ under the beneficiary’s sole technical supervision (in essence the technical output must belong to the 

beneficiary); 

¶ remunerated in accordance with the normal practices of the beneficiary. 

In order to substantiate the time worked on an existing project (and therefore the eligible costs declared as personnel 

costs), the beneficiary must show the actual hours worked, with reliable time records (i.e. timesheets) either on paper 

or in a computer-based time recording system. Time records must be dated and signed at least monthly by the person 

working for the action and his/her supervisor. Annex 2: Template for monthly timesheets provides the template for 

this.  

If the time-recording system is computer-based, the signatures may be electronic (i.e. linking the electronic identity 

data (e.g. a password and user name) to the electronic validation data, with a documented and secure process for 

managing user rights and an auditable log of all electronic transactions).  

Time records should include:  

¶ the title and number of the action, as specified in the GA;  

¶ the beneficiary's full name, as specified in the GA;  

¶ the full name, date and signature of the person working for the action;  
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¶ the number of hours worked/daily for the action in the period covered by the time record;  

¶ the supervisor’s full name and signature;  

¶ a reference to the action tasks or work package described in Annex 1 to the GA, to easily verify that the work 

carried out matches the work assigned and the person-months reported to the action;  

¶ a brief description of the activities carried out, to understand and show what work was carried out.  

Information included in timesheets must match records of annual and sick leave taken, and work-related travel. 

As an exception, for persons working exclusively on the action, there is no need to keep time records if the beneficiary 

signs a declaration confirming that the persons concerned have worked exclusively on the action.  

4.2 Responsibilities for financial management 

Each Party shall be solely responsible for justifying its costs with respect to the Project towards the Agency. Neither 

the Coordinator nor any of the other beneficiaries shall be in any way liable or responsible for such justification of costs 

towards the Agency. 

The beneficiaries must keep the records and documentation supporting the costs declared, in particular the following: 

a. for actual costs: adequate records and other supporting documentation to prove the costs declared, such as 

contracts, subcontracts, invoices and accounting records. In addition, the beneficiaries' usual cost accounting 

practices and internal control procedures must enable direct reconciliation between the amounts declared, 

the amounts recorded in their accounts and the amounts stated in the supporting documentation; 

b. for flat-rate costs: adequate records and other supporting documentation to prove the eligibility of the costs 

to which the flat-rate is applied. The beneficiaries do not need to identify the costs covered or provide 

supporting documentation (such as accounting statements) to prove the amount declared at a flat-rate. 

Annex 3: Check list for financial reporting provides a checklist for the beneficiaries to ensure that they keep record of 

all supporting documentation. 

Payments to beneficiaries are the exclusive tasks of the Coordinator. In particular, the PC shall: 

¶ notify the beneficiaries concerned promptly of the date and composition of the amount transferred to its bank 

account, giving the relevant references; 

¶ perform diligently its tasks in the proper administration of any funds and in maintaining financial accounts; 

¶ undertake to keep the Agency’s financial contribution to the Project separated from its normal business 

accounts, its own assets and property, except if the Coordinator is a Public Body or is not entitled to do so due 

to statutory legislation. 
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4.3 Timeline for reporting to EASME 

The project reports presented in Table 7 must be submitted to the Agency according to the deadlines stated in the GA. 

Table 7. Reporting timeline 

Reports 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 

Progress Report 1                           

Progress Report 2                           

Progress Report 3                           

Final report (1) 
- final technical report 
- financial report 

                          

(1) This action has only one reporting period: from month 1 to month 24. 

4.4 Progress reports 

The coordinator must submit the following progress report(s): 

¶ Progress report 1 required by month 7, covering period from month 1 to month 6; 

¶ Progress report 2 required by month 13, covering period from month 7 to month 12; 

¶ Progress report 3 required by month 19, covering period from month 13 to month 18. 

Progress reports within 30 calendar days of the end of the reporting period.  

The progress report shall contain the necessary information for the EASME to evaluate the state of implementation of 

the project, the respect of the work plan and how far project's objectives have been achieved. The progress report 

should contain a concise statement of the tasks undertaken and a forecast for the next reporting period. Any problems 

encountered during the period and possible deviations from project plans must be covered. A general template is 

provided in Annex 4: Template for progress report. 

4.5 Final report 

The coordinator must submit (within 60 days following the end of the reporting period) a final report, which includes 

the request for payment of the balance. The final report must include a final technical report and a final financial report. 

4.5.1 Final technical report 

The final technical report shall include: 

(i) an explanation of the work carried out by the beneficiaries; 
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(ii) an overview of the implementation of the action, including milestones and deliverables identified in Annex 1 of 

the GA. This report must include explanations justifying the differences between work expected to be carried out 

in accordance with Annex 1 of the GA and that actually carried out; 

(iii) a summary for publication by the Agency; 

(iv) the answers to the questionnaire, covering issues related to the action implementation and its impact. 

4.5.2 Financial report 

The final financial report, filled in through the Participant Portal, shall include: 

(i) an individual financial statement (Annex 5: Template for financial statement) from each beneficiary, for the 

reporting period.  

The individual financial statement must detail the eligible costs for each budget category. The beneficiaries must 

declare all eligible costs, even if —for actual costs and flat rate costs— they exceed the amounts indicated in the 

estimated budget (Annex 2 of GA). Amounts which are not declared in the individual financial statement will not 

be taken into account by the Agency.  

The individual financial statements must also detail the receipts of the action.  

Each beneficiary must certify that: 

¶ the information provided is full, reliable and true;  

¶ the costs declared are eligible; 

¶ the costs can be substantiated by adequate records and supporting documentation that will be produced upon 

request or in the context of checks, reviews, audits and investigations; and 

¶ that all the receipts have been declared. 

(ii) an explanation of the use of resources and the information on subcontracting from each beneficiary, for the 

reporting period. 

In the financial statements, for each cost item declared, pop-up windows will open where beneficiaries must give 

explanations on the resources declared. A button (which opens the pop-up) is provided for each cost category 

where a field for the explanation on the use of resources is available. For cost categories where a description of all 

costs is required, the pop-up appears when clicking on the cell with the cost item. 

Coordinator Contacts, Participant Contacts, Task Managers, Project Financial Signatories and Project Legal 

Signatories can edit all parts of their financial statements including the explanation on the use of resources. 

(iii) a final summary financial statement, created automatically by the electronic exchange system, consolidating the 

individual financial statement(s) for the reporting period and including the request for payment of the balance. 
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4.6 Procedures for financial monitoring and reporting 

All beneficiaries must keep proper accounts and supporting documents to justify each single cost incurred and 

generated by the action. Original documents and records must be kept in an appropriate medium that safeguards its 

integrity for five years after the date of payment of the balance of the European Union contribution. Evidence of costs, 

explanations and justifications must be readily available for inspection by the EASME and/or the European Commission 

and their authorised representatives, as well as by the European Anti-fraud Office (OLAF) and the European Court of 

Auditors. 

4.6.1 Timesheets  

All project members should fill in and sign their timesheets every month. Timesheets to be used are according to the 

one provided in Annex 2: Template for monthly timesheets (DIA timesheet template.xlsx). Project timesheets should be 

stored in the Google Drive. 

4.6.2 Internal financial monitoring 

The beneficiaries will conduct an internal financial monitoring in M7, M13 and M19. This is an internal procedure, it will 

not be reported to the EC on M7, M13 and M19. 

The internal financial monitoring aims to:  

¶ Monitor deviations compared to the budget in Annex 2 of GA; thus, allowing the implementation of corrective 

measures on time; 

¶ Allow partners to get used to financial management procedures; 

¶ Implement a timely financial management, avoiding the implementation of financial reporting procedures only 

before the submission of the financial report (end of the project). 

The process will be as follows (Table 8): 

Table 8. Procedure for financial monitoring and reporting 

Time Action 

M3 The PC sends to all partners the D5.1 and all annexes to D5.1. These documents are also stored in 
the Google Drive.  

M3 The PC conducts a conference call with the partners to explain financial management procedures. 

Monthly ALL beneficiaries fill in and sign the monthly timesheets. 

Monthly timesheets are stored monthly on Google Drive. 

Continuous ALL beneficiaries keep proper accounts and supporting documents to justify each single cost 
incurred. 

ALL beneficiaries should have a physical project folder with all the evidence documents that justify 
the information filled in in the financial report (such as payslips, invoices, contracts, proofs of 
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Time Action 

payments, etc.). In the checklist attached you’ll find all the documents you need to keep in the 
physical project folder. Annex 3: Check list for financial reporting provides a checklist for the 
beneficiaries to ensure that they keep record of all supporting documentation 

M7, M13, 
M19 

Internal financial monitoring is conducted: 

1st ς The PC sends an email to all partners asking them to conduct the financial monitoring process. 

2nd ς ALL beneficiaries fill-in the file “DIA_internal financial monitoring.xls”. 

This Excel file is provided in Annex 6: Template for internal financial monitoring. 

Beneficiaries shall have 14 calendar days to fill in the file. 

Beneficiaries should store the “DIA_internal financial monitoring.xls” filled-in in the Google Drive. 

3rd ς The PC reviews the “DIA_internal financial monitoring.xls” to validate the actual costs only 
regarding its consistency and according to the budget. Beneficiaries are responsible for their 
financial management. 

The PC shall have 14 calendar days for reviewing. 

The PC may contact the partners for clarifications in costs.  

4th ς An SC conference call is held to discuss any deviations or corrective measures to be taken. 

M24-M25 Financial reporting is conducted: 

1st ς The PC sends an email to all partners asking them to conduct the financial reporting process. 

2nd ς ALL beneficiaries fill-in the file “DIA_internal financial monitoring.xls”. 

Beneficiaries should store the “DIA_internal financial monitoring.xls” filled in in the Google Drive. 

Beneficiaries shall have 14 calendar days to fill in the file “DIA_internal financial monitoring.xls”. 

3rd ς The PC reviews the “DIA_internal financial monitoring.xls” to validate the actual costs are 
correct and according to the budget. 

The PC shall have 14 calendar days for reviewing. 

The PC may contact the partners for clarifications in costs. 

4th ς The PC must inform all the beneficiaries once their costs are validated and the PC shall ask 
them to fill in their individual financial statements in the Participant Portal. 

5th ς ALL beneficiaries must fill-in their individual financial statements in the Participant Portal. 

6th ς The PC shall review and sign the final financial project statement and submit the financial 
report.  

Documents to be considered for financial management and reporting include: 

¶ DIA Grant Agreement 

¶ GUIDELINES TO FINANCIAL REPORTING for Coordinators and Beneficiaries of the COSME Grant Agreements 

(2014-2020)3 

¶ Participant Portugal Frequently Asked Questions (FAQ):  

https://ec.europa.eu/research/participants/portal/desktop/en/support/faq.html  

  

                                                                 

3 https://ec.europa.eu/easme/sites/easme-site/files/cosme_financial_guidelines.pdf  

https://ec.europa.eu/research/participants/portal/desktop/en/support/faq.html
https://ec.europa.eu/easme/sites/easme-site/files/cosme_financial_guidelines.pdf
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Annexes 

Annex 1: Template for meeting minutes 
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Annex 2: Template for monthly timesheets 
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Annex 3: Check list for financial reporting 

Organisation  
1.Personnel Costs  
Actual Costs:  
Invoice plus proof of payment of Staff/volunteers involved in the project, including the 
social charges and payment to Social Security (ex. Payslips) 

 

Proof of formal connection (all staff/volunteers involved in the project. ex: Work Contract)  

Timesheets dully filled and signed.  

Daily/hourly rate calculation method.  
  

2.Other Direct Costs  
Travel Costs:  
Flight Receipts, boarding passes, hotel and subsistence receipts and proof of payment.  

Other Costs:  
Invoices and proof of payment.  

  

3.Subcontracting Costs (if already considered 
in the DOW) 

Contract, Invoices and proof of payment (You should demonstrate the “best value for 
money”. Ex: Three proposal, call for tenders). 

 

  

4.Indirect Costs (Flat Rate)  

Keep detailed records and other supporting documents to prove that the costs to which 
the flat rate is applied are eligible. 

 

 

These documents may not be requested but it is important that beneficiaries keep them in case the European 

Commission requests them or the project is selected for an audit. Please be aware that beneficiaries should retain ALL 

records for 5 years after the Final Report approval! 
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Annex 4: Template for progress report 
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Annex 5: Template for financial statement 

As presented in the GA, the individual financial statement is as follows: 
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Annex 6: Template for internal financial monitoring 

 


