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Introducing EULA-GTEC 

 

In order to strengthen scientific cooperation and increase the knowledge and technology transfer between 

EU and LA, the EULA-GTEC project will allow sharing the experience developed in both areas (good 

practices) and using renewed blended learning tools (methodology and approaches) in particular in the 

field of technology and innovation management (TIM). The project has the following three main aims:  

 

• To develop, test, and implement an international pilot experience, run by LA and EU HEIs, based on a 

master degree for promoting TIM in SMEs, using blended learning instruments.  

• To increase the relevance of LA and EU HEIs in the connection process between research and 

innovation, within a Circular Economy approach. 

• To build a collaborative international network with HEIs, SMEs, technology brokers, R&D centers, local  

and national authorities, and different actors involved into the innovation process, for designing and  

implementing the pilot experience. 

 

These aims are convergent into one main unique target of the project, which is:  

• To promote the creation of  new academic profiles that allow the generation of c reative links between the 

research centers/universities and the socio-productive sector and impel innovative sustainable solutions for 

both regions based on new and/or innovative technologies or solutions.  

 

Specific Objectives: 

• To increase the quality and quantity of human capital – particularly in SMEs - devoted to knowledge 

management, technology transfer, financing innovative start -ups, solving sustainability problems. 

• To train/educate new professionals with new competences and behaviors, capable of: discovering new 

opportunities, harmonizing technology transfer, developing research projects, managing financing 

schemes, introducing sustainability solutions and circular economy (concepts, business models , 

instruments), fostering society and market interactions and innovation in varied fields.  

• To develop an IT platform with on-line tools, which will allow the launching and implementation of a 

Master Programme for the education and training of innovation managers.  

• To create an Antenna system, connecting closely the master degree to the industry, by identifying firm 

innovative needs to promote the ir training and graduate's employability, within a blended learning 

approach. 

 

Broadly speaking, the main objective of this proposal is to build an e-learning system – based on a 

participatory and cooperative innovation model associated with a training/education programme at  

academic level - on how to identify product, process and service opportunities emerging in different fields  

with a sustainable approach. The programme will create competences for transforming knowledge into 

added value for society, will provide entrepreneurship training to participants, will present innovative forms 

of financing (such as crowd-sourcing). An important focus will be on the solution of environmental problems 

with new tools within the approach of circular economy. 

 

In brief, this project has the aim to create capacities on TIM in social and productive applications in order to 

build a bridge to overcome the gap between research and industry, increasing the competitiveness of  

SMEs and in general social wealth in the target areas.  

 

Effective actions of this kind are still missing in LA countries, so this project intends to give a sign ificant  

contribution to fill this gap, helping to overcome the "European paradox”.  
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Consortium and Partners 

 

 
Participant No Participant organization name Country 

 

1 (Gen eral 

Coordinator)  

Universid ad Nacional d e Luján – UNLu  Argentina  

 

2 (S u b-c o or di na d or )  Universid ad Autóno ma d e Barcelon a – UAB  Españ a  

 

3  Universi tà Di Bologna – UNIBO  Italia  

 
4  Aix-Marseille Univ ersité – AMU France 

 

5 ISCTE – Insti tuto Univ ersitário d e Lisboa – IUL Portugal  

 
6 Pontificia Univ ersidad C atólic a de P erú – PUCP  Peru 

 
7  Universid ad Peruan a Cay etano H eredia – UPCH  Peru 

 

8  Universid ade d e São  Paulo – USP  Brasil  

 

9  Universid ad Nacional d e Mar d el Plata – UNMdP  Argentina  

 

10  Universid ade F ed eral do Rio Grande do Norte – UFR N Brasil  

 

Par t ner  Ministerio de Ciencia , Tecnología e Innov ación Productiva – 

MINC yT 

Argentina  

 

Par t ner  Serviço Nacional d e Aprendizagem Industrial – S ENAI Brasil  

 

Par t ner  Insti tuto Nacional d e Tecnología Agropecuaria – INTA  Argentina  

 

Par t ner  Mis Ladrillos S.R.L.  Argentina  

 

  

http://www.unlu.edu.ar/
http://www.uab.cat/
http://www.unibo.it/it
https://www.univ-amu.fr/
https://www.iscte-iul.pt/
http://www.pucp.edu.pe/
https://www.cayetano.edu.pe/cayetano/es/
https://www5.usp.br/
http://www.mdp.edu.ar/index.php/en/
http://www.ufrn.br/
https://www.argentina.gob.ar/ciencia
https://www.argentina.gob.ar/ciencia
http://www.portaldaindustria.com.br/senai/en/about/senai/
https://inta.gob.ar/
http://tiendamisladrillos.com.ar/
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Abbr ev iat ion/ Acr onym Meaning  

AR Activity Repor t (Deliverable)  

CA Consortium Agr eemen t  

DoA Description of Action  

EC  European Co m mission  

ECom  Executiv e Co mmittee 

GC  Gen eral Council  

GD  Gen eral Docum ents (D eliverable)  

JD Joint D eclaration Docum ent (D eliv erable)  

KoM Kick off Meeting  

KPI Key Perform ance Indicator  

  MR  Virtual Meetin g R eport (D eliver able)  

QMP Quality M anagemen t Plan  

TR  Travel Report Docum ent 

TS  Tim esh eet Docum en t  

WP Work Package 

WR Workshop Report (D eliv erable)  
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Executive Summary 

 

The Project’s Qual ity Man agem ent Plan (Q MP) in tend s to offer a  standard to consortiu m m emb ers in  order to  

facilitate execution and articulation in lin e with the project’s aims and b ased on th e terms and conditions  

establish ed in th e Gran t Agreem en t.  

 

This documen t provides information about th e project organization, which comprehend the establ ished  

responsibilit ies  of each m emb er, and which procedures  gu arantee quali ty control  and con tinuous assurance 

across th e entir e length of  th e project. Risk s as well as correctiv e procedures ar e d efin ed to establish  ef ficient 

means of problem solv ing via contingency planning.  

 

QMP comprehends transversal guidel ines to all phases of the projec t tak en as ongoing processes th at require 

continuous monitoring and s treamlin ed design. Processes ar e punctuated by d eliv erables and interm ediate 

outputs (each WP final d eliverable) which should follow the co mmonly agreed pa rameters of schedule, costs  

and perform ance.  
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1 Introduction 

The QMP transla tes WP7 goal of providing a s tand ard to offer a practical guidance to th e coordinator, WP 

lead ers, coordinating bodies and project p artners for checking th e progress of th e project and assuring th e 

quality of i ts outpu ts .  

The main ob jectiv es of the pr esent Q MP are: 

 To ensur e th e tim ely ex ecution of the EULA -G TEC project  

 To establish coordinating m echanisms betw een project m emb ers  

 To set policies and criteria for th e overall qu ality o f th e Project (K ey Perform ance Indicators -KPIs)  

 To ensur e th e coordination and implemen tation of th e workshops  

 To ensur e th e production of docum ents, w ithin s trict observation of the qu ality p lan.  

 To provide consortiu m with templates and guid ance for project ou tputs  

 Put in place risk man agem ent and quali ty control m echanisms  

 Provide consortium with guidance on co mmunication, exchange of data, pub lication and 

dissemination  

 

The docu men t su m marizes the k ey information, b ased on the Grant Agreem ent and the Consortiu m 

Agreemen t, about project m anagemen t gov ernance, th e role and  respon sibilities o f th e p articipating memb ers 

and partn ers, th e decision-making procedures as w ell as th e com munication  within the consortium . It ou tlines 

the reportin g requirem en ts and standards for WP leaders and project partn ers, th e overall project monitoring 

and risk man agem ent procedur es.  

Additionally, the docu men t provides the project d eliverables ’ template as bo th a technical in ternal r eport 

and a resource report. Finally , th e docum ent outlin es the rules for th e use of the project webp age, socia l 

media and docu men t m anagemen t within th e platform and to wards society at large . 
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2 Management Structure – roles and responsibilities 

The Man agem ent S tructure i s set to  establish a  clear and func tional line of responsibili ties  assign ed to join t 

bodies. The picture b elow illu strates th e compon ents and its functional in terrelations. 

 

 

 

 

 

 

 

 

 

 

The 

associated par tners and th e ex ternal auditors are not r epresented but are consid ered in the fol lowing 

descriptions of players and stakehold ers of the project.  

The main gen eral roles of th e Consortiu m Bodies and th eir composition ar e as follo ws:  

 

2.1 Governing Council 

 

The Governin g Coun cil (GC)  is pres ided by  th e Coordinator and i t is constitu ted b y one representativ e of  

each m ember of the consortiu m.  

GC is  th e main  managing and d ecision- makin g body of th e consortiu m and d ecides upon all  technical, and  

budgetary issues that m ay affect th e contractual objectiv es of the Project. It is th e responsib le for setting  

priorities, allocatin g resources , approve policies and review progress again st the d eliv erables, mileston es and  

performance m easur es.  

Decisions will b e mad e by simple majority voting of th e partners present and/or represen ted at  a properly 

constituted m eeting of  th e G C. In th e even t of  a tie, th e Co ordinator sh all hav e a casting vo te. Minutes of  each 

GC m eeting shall b e kep t for each partn er.  
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The GC m eets at least three times during th e course of the project and m ay m eet at o ther tim es if ther e is a  

need . Namely eith er as part of another EULA -G TEC even t, wh ere most partn er represen tatives ar e likely to be 

presen t, or in a virtual m eeting usin g IT platform . When ever an urgent matter arises wh ether from a conflict,  

major project d eviation or change of par tner etc, any partn er w ill b e able to  ask  th e coordinator to  conven e an  

extraordinary m eetin g of th e GC .  

 

 

2.2 Executive Committee 

 

The Executive Committee (ECom) is the sup ervisory body for th e op eration al ex ecution of the Project which 

shall report to  and b e accountable to  th e GC . It i s composed by  th e Coordinator (UNLu), Co –coordinator (UAB) 

and the WP Main Leaders (PUCP , USP, UNIBO, UNMdP and IUL) . Th e ECo m will be th e m ain body responsible 

for the d aily op eration of  consortium , th e ov erall achievem ent o f th e actions foreseen in the WPs, th e 

implem entation of the d ecisions of th e GC and th e reporting and financial control of th e project.  

The ECom will be assis ted by the Task Lead ers in each WP and by th e per man ent s taff of th e main 

coordinating partn ers, UNLu for Latin A merica and UAB for Europ e.  

The ECo m will m eet at six monthly in terv als – mid way b etw een th e GC m eetings to giv e an ov erall m eeting 

cycle of one m eeting approximately  ev ery six months . Wher ever po ssible to minimize trav el costs and increase 

tim e efficiency, meetings will be scheduled adjacent to oth er EULA -GTEC ev en ts (e.g . training and workshop s).  

 

 

2.3 The Coordinator 

 

The Coordin ator (UNLu) is the legal en tity acting as the interm ediary betw een the Parties and the Funding  

Authority. It is repr esen ted in th e Consortiu m by the Coordin ating  P erson (H ernan B acarini).  

Both Coordinator and Coordinating p erson were appoin ted by  th e Consortiu m at the pr esentation of the 

proposal.
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2.4 Management Support Team 

 

The M anagemen t Support Team assists th e Consortiu m m embers in th e daily managem ent of th e project. 

The Team  comprises m embers fro m all p artn ers as lon g as they h av e a work contract with the r esp ective 

partner.  

Partners ar e responsib le for updating suppor t team m ember lis t by informin g th e coordinator.  

Partners upload a lis t of m embers in the w ebsite: Project Members Registratio n  

First update is  due until  th e 21 D ecemb er 2018. First update includes  th e uplo ad of  a pd f s tating full  

memb ers list at this date.  

Changes mu st b e com municated via th e same process up to 15 day s af ter th e d ecision took place.  

Ensuing upd ates match the rep ort dates establish ed in section  3.5 . 

 

2.5 Advisory Board (External stakeholders) 

 

The External  Stakehold ers’ Advisory Bo ard advises  th e GC to assure th at th e envisaged  objectives and  

results of the Projec t address the n eeds of a broad range of stakehold ers. It is consti tuted by represen tatives  

of the S tak ehold ers.  

The Advisory Bo ard m emb ers are appointed by the GC und er suggestion o f its m emb ers.  

 

2.6 Work Package Leaders 

Each WP h as a d esign ated lead er en trusted with  m anaging, coordinating  with o ther consortiu m  m embers 

and partners and ex ecuting th e plann ed activi ties in the WP. Lead ers are proposed by th e project coordination 

as ratified by the GC. 

The sp ecific responsibilities of th e Consortiu m Bodies are d escribed in details in th e CA (consortium 

activities) referred to.  

WP lead ers and co-leaders are expected to :  

1. Coordinate work teams assign ed to th e resp ectiv e WP.  

2. Organize and conduct th e assigned m eetings and workshop s  

3. Represen t th e partn er in each m eeting or ev en t  

4. To participate as a vo ting m emb er and b e part of the quoru m  

5. To hav e veto rights  in accordance with th e consortiu m agr eem ent  

6. To elaborate and v alidate the m eeting minutes  

7. Guarantee th e accomplish m ent and due d eliv ery of th e resp ectiv e WP 

 

https://docs.google.com/forms/d/e/1FAIpQLScaDRvCegs-N1-bHAcTqTqaPcdCSMIK59Gs8pKYD3C5Rl8VRA/viewform
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2.7 Partners 

 

Partners are those stated in the Consortiu m Agreemen t wh ere each WP have allocated at least one 

responsible organization in charge of coordinatin g it as w ell as th e s taff entrusted with execu ting all WP task s .  

 

 

2.7.1  Partners information 

National Universi ty of Luján – UNLu  (Argentin a) Coord inator  

Autonomous Universi ty of B arcelona – UAB (Esp aña)  Su b-Coordin ator  

Universi tà di Bo logna – UNIBO (Italia)  

Aix-Marseille Univ ersité – AMU (France)  

ISCTE – Insti tuto Univ ersitário d e Lisboa – IUL (Por tugal)  

Pontificia Univ ersidad C atólic a de P erú – PUCP (Peru)  

Universid ad Peruan a Cay etano H eredia – UPCH (P eru) 

Universid ade d e São  Paulo – USP (Br asil)  

National Universi ty of M ar del Plata – UNMdP (Argentin a)  

Universid ade F ed eral do Rio Grande do Norte – UFR N (Brasil)  

 

2.7.2  Criteria for the integration of new partners 

The GC, und er proposal of th e ECom , sets th e criteria for th e in tegration of n ew  partn ers in case of need for 

substitu tion or reinforcemen t, as follo ws:  

Substitution  

- When a given  partn er requ ests  dismissal from r esponsibil ities or d eclines  ex ecution of co mmonly agr eed  

allocated respons ibilities in the execu tion of a WP and may b e consid ered as defaultin g.  

- When integration do es not negatively imp act budgetary compromises with  th e remainin g particip ating  

http://www.unlu.edu.ar/
http://www.unlu.edu.ar/
http://www.unlu.edu.ar/
http://www.unlu.edu.ar/
http://www.uab.cat/
http://www.uab.cat/
http://www.uab.cat/
http://www.uab.cat/
http://www.uab.cat/
http://www.uab.cat/
http://www.unibo.it/it
http://www.unibo.it/it
http://www.unibo.it/it
http://www.unibo.it/it
https://www.univ-amu.fr/
https://www.univ-amu.fr/
https://www.univ-amu.fr/
https://www.univ-amu.fr/
https://www.iscte-iul.pt/
http://www.pucp.edu.pe/
http://www.pucp.edu.pe/
http://www.pucp.edu.pe/
http://www.pucp.edu.pe/
https://www.cayetano.edu.pe/cayetano/en/
https://www.cayetano.edu.pe/cayetano/en/
https://www.cayetano.edu.pe/cayetano/en/
https://www.cayetano.edu.pe/cayetano/en/
https://www.cayetano.edu.pe/cayetano/en/
https://www.cayetano.edu.pe/cayetano/en/
https://www5.usp.br/
http://www.mdp.edu.ar/index.php/en/
http://www.mdp.edu.ar/index.php/en/
http://www.mdp.edu.ar/index.php/en/
http://www.mdp.edu.ar/index.php/en/
http://www.mdp.edu.ar/index.php/en/
http://www.mdp.edu.ar/index.php/en/
http://www.mdp.edu.ar/index.php/en/
http://www.mdp.edu.ar/index.php/en/
http://www.ufrn.br/
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partners.  

- When integration guaran tees the success of the miss ing task or respons ibility .  

Reinforcement  

- When the Coordinator concludes that an emergent need cannot be fulfilled by the exis ting pool of 

competencies with in the C G m emb ers, he/she may requir e the C G to valid ate th e cooption of a new  

organization. Under the discretion ary vote, by  m ajority,  proposal can  be accepted by the CG. In the 

even t of a tie,  th e coordinator sh all hav e casting  vote. Minutes of  such decision  shall b e k ep t for each 

memb er including th e detailed description and bio of the proposed organi zations at s tak e.  

Under no circumstances , decision will incur into higher budget costs than the total su m allocated to the 

project’s memb ers as agreed original ly for the consor tium .  

 

2.8 Associate Partners 

Associate partn ers are all players fro m outsid e the consortium that en able or lev erage its abili ty to r each 

objectiv es.  

 

2.8.1. Associate Partners information 

Refer to th e Associate P artners d escription docum en t followin g th e link b elow .  

• Ministerio de Educación, Cultura, Ciencia y Tecnología – MECCy T (Ex-MINCyT) (Argentin a)  

• Serviço Nacional d e Aprendizagem Industrial –S ENAI / SC (Brazil)  

• Insti tuto Nacional d e Tecnología Agropecuaria – INTA (Argen tina)  

• Mis Ladrillos S.R.L. (Argen tina)  

 

2.8.2. Criteria for the integration of associate partners 

Whenev er th e Ex ecutiv e Com mittee or the Coordinator h ave r easons  to propose a n ew associate partn er in 

addition to those alr eady includ ed, th ey will sub mit to th e GC a proposal stating the pr ecise : 

- data on the proposed associate p artner,  

- the motiv e,  

- evidenc e that such partn er gath ers all conditions to ac t accordingly with the Con sortium Agr eem ent ,  

https://www.argentina.gob.ar/ciencia
https://www.argentina.gob.ar/ciencia
https://www.argentina.gob.ar/ciencia
https://www.argentina.gob.ar/ciencia
https://www.argentina.gob.ar/ciencia
https://www.argentina.gob.ar/ciencia
https://www.argentina.gob.ar/ciencia
https://www.argentina.gob.ar/ciencia
https://www.argentina.gob.ar/ciencia
https://www.argentina.gob.ar/ciencia
http://www.portaldaindustria.com.br/senai/en/about/senai/
https://inta.gob.ar/
https://inta.gob.ar/
https://inta.gob.ar/
https://inta.gob.ar/
https://inta.gob.ar/
http://tiendamisladrillos.com.ar/


Copyright 2018 EULA-GTEC 
Page 16 of 58 

 

 

and  

- capability to fulfill the responsibili ties deriv ed from the motiv e pu t forward.  

2.9 External Auditors 

An external indep end ent en tity with  legal ability to aud it all Consortiu m docu men tation and  check th e 

formal resp ect for the Consortium Agreemen t, th e accuracy and eligibility of all accountancy and financially 

relevan t docum entation as w ell as quali ty auditing .  

Auditing report is r ecom mend ed to  include th e follo wing :  

“I,  th e und ersign ed auditor, d eclare th at th e inform ation  contain ed in  this  report 

gives a tru e and fair view . I state that I hav e reasonable assurance abou t th e Quality  

Plan implemen tation which is  based on my o wn judgemen t and on  th e inform ation  

at my disposal [name all th e docum en tation consulted].”  

 

In case ther e is any r eservation , it should b e s tated as follo ws:  

“How ev er , th e follo wing reservation should b e noted :”
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3 Deliverable production 

The full project compreh ends the production of 62 deliv erables th at will be su bmitted to the EC in th e 

course of EULA-GTEC. This section establishes the guidelines to ensur e smoo th, s tand ardized , and tim ely sub mission 

of deliv erables.  

The full lis t of  deliverables (coded with  th e letter E) id en tifying th e nu mber of  resp ectiv e WP, and du e d ate 

are in th e app endix 12 – List o f All Planned Activi ties. 

 

3.1 Deliverable Types and Confidentiality Levels 

Deliv erables compreh ends the following typ es:  

AR - Activity Repor t  

GD - G enera l Docum ents  

JD - Joint Declaration Docu men t  

MR - M eeting Report  

TR - Trav el R eport Docu men t (template)  

TS - Tim esheet Docum ent ( template)  

WR - Workshop Report  

Deliv erables m ay be d estined for the consortiu m view on ly (e.g. Activi ty R eports, Timesh eet) , for external 

reporting (e.g . to the EC) or for public at large (e.g . brochures, websi te, social n etwork inform ation, etc.).  

The lev el of confiden tiali ty is contin gen t upon th e nature of the d eliv erable. Thu s, all deliv erables ar e coded 

as follow s: 

• CO – Consortium only : Confid ential, only for memb ers of th e consortiu m (including th e Co mmission 

Services).  

• PUB – Pub lic disclo sure . No r estrictions on access (in secured PDF format).  

All documentation produced (e.g. reports, templates) shall includ e a field with a code (CO or PUB) to inform 

on the respective lev el of confiden tiali ty.  
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3.2 Deliverable template and quality standards for deliverable preparation 

 

All project templates ar e av ailable in th e WP7 folder at th e project In tranet.  

To ensur e th e control of d eliv erables, memb ers and par tners ar e requir ed to id entify each documen t with a  

version nu mber. Each d eliv erable must b e referenc ed by a  unique docum ent id enti fier to en sure e ffective version  

control. Codification for file naming fol lows the guidelines stated in S ection 6.7.  

 

3.3 Deliverable production and acceptance 

Deliv erables are buil t and submitted for approval according with the follo wing :  

The acceptanc e, resub mission requ est or rejection o f a d eliverab le follo ws a threefold ph ase for approval:  

(1) The responsible for th e WP,  

(2) The project’s coordinator.  

(3) The responsible for th e successor  (s) activity ( ies) , if any , and by ini tiative o f th e coordinator.  

 

Acceptance, resubmission requ est or rejec tion of a d eliv erable i s decid ed based on :  

 

i) Goal attainm ent: 

(1) Degree of goal attainm en t (%)  

(2) Tim e of execution  

(3) Costs  

 

ii) Quality of the d eliv erable  

(1) Consistency (observation of the stand ard format)  

(2) Intelligibili ty (ease of understandin g)  

(3) Commun ication to all s tak ehold ers  

 

iii) Validation of d eliv erable  

(1) Clear com munication of approval  

(2) Clear com munication of rejection, address ing non -compliances  

(3) Signatur e of respon sible for approval / rejection  

 

http://owncloud.fi.mdp.edu.ar/owncloud/
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These are guidelin es. The WP and project coordinators do not hav e to explicit ly refer to these criteria except 

in case of rejection / requ est of r evision.  

 

3.4 Requests and approval of changes 

Whenev er th e respon sible for th e WP has  mo tive to think the project b enefits from changin g original  planning  

concerning the r esp ective WP, a for m for change approval  mu st b e sub mitted  to project coordinator with  

documentation that proves the need for task change.  

Accepted mo tiv es to submit change requ ests are, cumulativ ely, the following :  

• That i s does not n egativ ely imp act or jeopardize th e quali ty, sch edule, and go als of the project,  

• That it increases process efficiency (e.g. fulfill ing objectiv es at a low er cost) or th at i t increases  project 

quality of the task s or deliv erables.  

Changes are effectiv e upon  WP lead er’s for m sub mission with  th e du e d ate and signature, follo wed  by the 

project coordinator’s acceptanc e statemen t, dated and sign ed.  

Changes are effectiv e after unequivocal com munication on its acceptance / rejec tion and diffusion of current 

status to all project’s memb ers on any accep ted ch ange.  

 

3.5 Timeline for the preparation, approval and submission of deliverables 

 

Deliv erables must be subm itted v ia the platform to the WP7 leader, which will check for co mpleteness and  

send to th e coordinator.  

Dates of submiss ion  are th e follo wing : 

1. Intermediate report  – WP leaders send to WP7 by 15th F ebruary 2019  

2. WP7 sends to the coordin ator  by 1st M arch. 

3. Coordinator send intermediate repor t  to the CE by 12th April 2019  

4. Final report – WP leaders send to WP7  up to 1st S eptember 2020  

5. WP7 sends to the coordin ator  by 15th Sep temb er 2020 

6. The Coordin ator sends the fin al report to the CE  up  to one mon th af ter th e final  m eeting  (WP9a) set 

to 15th October 2020. 
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In case of prorogation all due dates are reset according with formal infor mation provided by th e coordinator 

to th e WP leaders.  
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4. Project reporting 

4.1 Reporting activity progress 

WP lead ers are requ ested to report to th e Projec t Coordinator at th e dates def ined for in term ediate and 

final reporting p eriod. These d ates may b e subject to chan ge according with contin gencies mutually agr eed in 

the consortiu m and that do not co mpromise th e fulfillm ent of r esponsibili ties.  

For activity progress, WP lead ers will rep ort ev ery 2 mon ths, s tartin g th e 5
th

 February 2019. 

WP lead ers will rec eive a m emo from WP7 staff  requ esting ac tivity rep orts and tim esh eets in th e followin g 

dates: 

 29 March 2019 

 29 May 2019 

 29 July 2019 

 29 Septemb er 2019 

 29 November 2019 

 29 January 2020 

 29 March 2020 

 29 May 2020 

 29 July 2020 

 

 WP lead ers will uplo ad to WP7 sp ecific folder th e activi ty report and tim esheet, p ertaining th e previous 2 

months , in th e follo wing d ates:  

 5 April 2019 (Folder nam e: R eportin g_5April2019)  

 5 June 2019 (Folder nam e: R eporting_5June2019)  

 5 August 2019 (Folder nam e: Reporting_5August2019  

 5 October 2019 (Folder name: R eporting_5October2019) 

 5 December 2019 (Folder name: R eporting_5Dec emb er2019)  

 5 February 2020 (Folder nam e: R eportin g_5F ebruary2020)  

 5 April 2020 (Folder nam e: R eportin g_5April2020)  

 5 June 2020 (Folder nam e: R eporting_5June2020)  

 5 August 2020 (Folder nam e: Reporting_5August2020) 

 

WP7 staff will  check for report compliance and aggr egate all reports into a single fold er and upload i t to the 

Decision fold er “R eports for approv al” in WP9 for approval by the coordinator.  

For the fina l report Consor tium m emb ers wil l receiv e a m emo by 25
th

 August 2020, report d eadlin e exp ected 

by 1
st

 September 2020. WP7 staff will check for compliance and submit th e final WP r eports to th e Decision 

Folder in WP9 for approval.  
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4.2 Reporting Joint Declaration and Timesheets 

Each Ben eficiary is r equested to provid e at th e day of sub mission of interm ediate and fina l reports to WP7, 

the join t d eclaration and tim esheet as s tated in th e templates in appendix  4 and 5, r esp ectively.  

• Personnel allocation ( staff costs and consultan ts) , who h ave worked in the p eriod in each WP and Task w ith 

respectiv e costs.  

• Travel costs  

• Stay costs  

• Subcontracts (wh en ever applicab le)  

 

4.3 Other Reports 

Reporting docu men ts will provide the in formation as stated in th e templates in app endix.  

Templates cover th e follo wing typ es of docu men ts.  

1. Authorization / copyrigh t form  

2. Bi-mon thly progress r eport form  

3. Change r equest for m  

4. Financial statemen t report for m  

5. Meeting  report (see template in app endix 3)  

6. Technical report ( interm ediate and final) for m  

7. Travel r eport form (see temp late in appendix 6)  

8. Workshop report form (see template in app endix 2)  
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4.1. Progress reporting to the EC 

The Coordinator will collect th e contribution s by all  WP Lead ers and  associate Par tners and will produce an 

interm ediate and fin al report  (technical and  financial)  according to  th e templates.  

The structure of th e overall report follo ws th e off icial structure of the projec t periodic progress Reports to  

be sub mitted to th e EC  by th e Project Coord inator .  

The Coordinator will forward th e integrated report to th e Executive Committee for discussion, approval 

and agreemen t on th e content. 

In case of div ergenc e amon g partn ers, th e Coordinator will take the responsibili ty to finali ze the r eport 

based on his/her own v iews.  

The ev aluation will b e supported by KPI related to th e overall , as w ell as to each WP implem entation. KPIs 

comprise D evelop m ent KPIs and Implemen tation KPIs (d ependin g on the ph ase of the project). Th e form er 

concern the phase of conception , elabor ation, and organizational arrangemen ts aimed at providing th e 

necessary background to enable offering th e M aster program . Th e later concerns its ex ecution and ou tcom es.  

 

4.1.1. Development KPIs 

The follo wing KPIs can be adop ted d ependin g on their suitability to the sp ecific tasks repor ted . Each KPI is 

identified by nam e and a brief explanation for its relev ance expla ined between paren theses , as w ell as how i t 

is graded .  

 

Tec h nical ch ecklist  (T he c o or di nat or  w il l m ar k as c om plia nt  /  no n-c om pli ant  ea ch of t h e foll o w i ng  in di cat or s) :  

 In time due Deliverables ( th e interdep endencies of the project mak e due schedule a critical elem ent)  

 Due interaction s with other  WPs (th e cumulativ e nature of ac tivities should  consider previous 

decisions and ou tputs)  

 Identification of risks , adequ acy o f countermeasures and contin gency  man agement  (Quality 

assurance requ ires a con tinuous attention and monitoring of risk s, contingency plans and effectiv e 

counterm easur es)  

Eco n om i c K P Is  

 Progress of costs against the forecasted o nes (budgetary compliance is key to enable th e exp ected 

return on funding) (expressed as p ercen tage of plann ed budget)  
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Or ganiz at io nal K PIs  

 Availab ility of the working do cuments  (collaborative work implies all th e docum ents to b e av ailable 

to all involv ed parties) (expressed as compliant / non -complian t)  

 Particip ation in meetings (wh erev er plann ed, meetin g participation is critical when th ere ar e specific 

inputs) (expressed as co mplian t / non-compliant)  

 

4.1.2. Implementation KPIs 

The follo wing guid elin es and KPIs do not per tain th e project itself bu t are registered as a suppor t to judge 

on the operational ex ecution (quantity and quali ty) of each Master as w ell as its outcom es. Th ese should only 

be consider ed, at free choice, when r eporting each M aster’s execution .  

 

G ui deli n es for  Mast er  pr e par at io n ( In t he fir st r ep or t c onc er ning  t he de ploy me nt of eac h M aster  -  pr ev ie we d to 

star t M ar c h 202 0 - W P 4 lead er s  sho uld st ate t he f ollo wi ng  as  guar an tees):  

 Organization al read iness to deplo y M aster program as planned (full adm inistrativ ely required 

documentation + full lo gistics and facili ty allocation)  

 Legal comp liance  (s tuden ts must h ave guaran tee th at all legal r equiremen ts ar e m et in order to 

legi tim ate th e course and diplom a)  

 Identification of risks , adequ acy o f countermeasures and contin gency  man agement  (contingency 

plans should b e estab lished in case o f urgen t need to change schedule, plac e or lectur er)  

G ui deli n es for  Mast er  ex ec ut io n (W P 4 lea der s sh oul d r ep or t ac tiv ity  on th e foll o wing) :  

 Publicly availabil ity of information about m aster course  (all r equired inform ation for a fully 

informed application by a potential s tuden t should b e publicly m ade available)  

 Diffu sion activities and attraction of students to apply  (courses attrac tiven ess i s mo stly buil t at 

initial s tages upon pro active attitud e with local and national diffus ion of open v acancies)  

 Execution of classes as planned  (efficien t use of resources should follo w a clear plan s tating wh en 

classes will b e held, at which plac e, and  by who m)  

 Progress of costs against the forecasted o nes (course execution shou ld be don e w ithin budgetary 

allocation)  

Out c om e K PI s  (W P4 l ead er s sho uld pr ov id e figur es to be i nc lude d i n th e fina l r ep or t by  A ugust 20 20, as  foll o ws):  

 Number of master students registered against planned n umber   (each program  should meet the 

planned nu mber of r egis tered  stud ents to attain enough relevanc e)  

 Number of students that complete the master again st registered number  (each program should b e 
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able to retain its stud ents across th e entire dur ation)  

 Ratio between number of app licants / vacant positions in master co urse  (stren gth of each program 

and quality of stud ents are associated to th e proportion of applicants p er vac an t position)  

 Feedback of students on course and teaching quality  (th e fundam ental exp erience should provide a 

sense of accomplishm ent and futur e recom m endation to o ther poten tial app licants)  

 Finan cial sustain ab ility of the Master  (a master program should b e able to p ay itself on th e basis  of 

tuition and oth er direct rev enues allocated by th e universi ty)  

 Balan ce and p lan ned improvements based evidence  ( the master direction should mak e a b alanc e 

and reinforce s trengths and correct weaknesses)  

 Feedback provided b y Advisory Board members (th e purpose of th e project i s to provide innovation 

leverage to society at large - busin ess and institu tions - th erefor e, the u tility o f th e m aster program 

judged by external s tak eholders about their in teraction  with th e stud en ts and master thesis RD +I i s 

critical to assess th e relevance of the m aster)  

 

4.2. Activity and Timesheet Reporting to coordinator 

Every 2-mon th WP lead ers are expected to report on the progress m ade abo ut th e resp ectiv e WP. Th e 

report follows a s tandard compr ehendin g th e follo wing inform ation :  

 Activities planned  for the r eporting p eriod of reference . 

 Activities conducted for th e reportin g period of referenc e. 

 Identification of ev entu al gap s.  

 Main results achiev ed. 

 Activities  plann ed for th e n ext p eriod of  reference (updatin g planning wh enev er sui table)  and 

contingency plan s.  

 Statu s of th e risks and updating risk an alysis of the resp ective WP . 

 Critical assessm ent of the technical progress : deviation s from th e origin al plan and proposed 

measures (explan ation s for task s not fully implemen ted , critical objectives not fully achiev ed and/or 

not bein g on schedule. Explanation of the impact on oth er task s, av ailable resources and the ov erall 

planning).  

WP lead ers are requ ested to provide the followin g inform ation usin g th e template in App endix 1.  
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4.3. Risk management: Preventive and corrective actions 

Risk man agem ent is a transv ersal respon sibility of all project m emb ers and partn ers. For its du e 

managem ent th e QMP incorporates the w arning signs as well as th e process by which risks are accounted for 

and man aged. Each WP leader must b e awar e of risk w arning signs throughout th e project’s lifetime.  

The sp ecific goals  of risk m anagemen t are th e followin g:  

- To iden tify risks and th e corresponding actions in case of occurrence 

- To defin e protocols of action th e WP lead ers and project coordinator m ay deploy  

- To use pro tocols of com munication and corrective actions in case of n eed  

Risk managem ent involves 4 s tep s: risk id entification, risk assessmen t, risk plannin g, risk  monitoring  & 

control. Risk identification  i s a r esponsibili ty of the WP leaders that should r eport th em to  th e project 

coordinator and overall consortium partn ers via th e Activity Report. Risks originate from sev eral sources: 

technical risks (data collection dep end encies , technolo gy, quali ty), ex ternal risks (subcontractors and 

suppliers), organizational risks (WP interdep end encies , resources, and funding) and project m anagemen t risks 

(estimating , controlling, co mmunicating , and plann ing).  

Risk assessment  concerns the m agnitud e of i ts impact in case of occurrence. WP lead ers are expected to 

assess th e level of risk by using a standard. This s tandard is op erationally d efin ed using criteria set as follo ws.  

Deviation in cost: Risk is considered lo w if it has an estim ated cost increase low er than 5% in costs and is  

considered mod erate if i t varies betw een 5 % and 10% and i t is considered high if it predic tably increases  

cost by more than 10% . Th e costs change assu me  th e ov erall project budget is k ept (so any negative 

deviation concerning a task or WP mu st b e comp ensated b y th e corresponden t positive d eviation).  

Deviation in schedule: Risk is considered lo w if it has an estimated tim e delay low er than 5% of allocated  

tim e p eriod for the WP or task . Mod erated if i t varies b etween 5% and 10% and high if i t exp ectably  

postpones a d eadlin e by more th an 10%.  

Deviation in p erform ance: Risk  is lo w if th e coordinator consid ers any p erform ance d eviation as n egligible,  

moderated i f it concerns a major deviation and high if it co mpromises any ob jectiv e achievem ent th at 

could translate in to rejection or pen alty by th e EC .  

Risk plan ning is realized by m eans of an ticipating risks associated with each task and associating each risk 

to th e resp ectiv e WP task.  

Risk monitorin g & control concerns  th e d etection, remed ies  or counterm easur es d eploy ed to mitigate risk 

impact and correct deviations fro m plann ed schedule, costs, and perfor mance.  
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4.4. Activity Adjustment Management 

The Project Coordinator will h ave a fina l decision concerning h ow risks h av e been addr essed  by each WP 

lead er and wh enev er th ere is a strong d eviation (high in any of the previous criteria : cost, schedule, or 

performance) , Th e Project Coordinator should mad e i t explicit to th e resp ectiv ely WP lead er.  

For efficiency  sak e, all  issu es p ertaining  deviations  and  activi ty adjustm ents should  me m ade  explici t in  th e 

GC m eeting so to a ligns all interested p arties.  

A formal reply by th e WP lead er should be mad e up to 7 calendar day s with the r espec tive corrections as 

requested .  

The types of adjustmen t include sch eduling, bud get, hu man r esources al location, and quali ty : 

 Scheduling Adjustm ent:  Any adjustmen t concerning scheduled activi ties that m ay require fast 

tracking (speeding up activi ties execu tion) and  crashing ( set activi ties in parallel).  All adjustm ents 

have to be pr eviously screened b y th e Coordinator and th en approved GC. 

 Budget Adjustmen t: Any adjustmen t concerning allocated budget. As stated, no ex tra budget is 

allow ed on top of the full project budget, and th erefore this concerns only budget reallocation. 

Any adjustmen t, as stated must b e screened b y th e Coordinator and th en approved GC.  

 Human  Resources Adjustm ent: R ea llocation o f ef fort by memb ers. It r equires WP lead ers k eep  th e 

Coordinator inform ed only.  

 Quality adjustm ent: Concern shi fting  lev el of qu ality  of a d eliv erable. Such changes must b e 

approved by the Coordinator and subsequ ently by  th e G C and should no t signif icantly lo w er th e 

quality or change th e scope o f th e project to th e poin t of requiring a con tract amend m ent. 

 

In case th e requ ested chan ges m ay result in  an am endm en t of the con tract, the Coordinator will contact 

the Funding Authority activating Erasmus+ procedures . The Project Coordinator mu st also ensure th at al l 

changes are com municated to th e consortiu m partn ers.  
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5. External Communication, Publications and Presentations 

Commun ication to th e ex ternal audience is primarily m anaged within WP 8 Dissemination & Exploitation. 

 

5.1. EULA-GTEC Project Logo 

The project logo will b e found on th e projec t Intranet in th e WP8 folder. The lo go version are as follo ws:  

   

 

5.2. Templates to be used 

The po w er point template (see appendix 8) to b e used for al l official  project pr esentations can  be found on 

the project Intran et in WP7 folder. 

Project deliv erable temp lates are d escribed in this m anual and included in the appendic es.  

 

5.3. ERASMUS rules for dissemination 

5.3.1. Acknowledging EU funding 

All partners should  indicate at al l times th at the project rec eived  funding fro m th e Europ ean Union by 

including the follo wing statem ent togeth er with a high resolution EU flag, which should b e giv en appropriate  

prominence wh en disp lay ed with  th e projec t logo  or any  oth er logos.  

The followin g sen tences m ay be used :  

 

“This pro ject has received fun ding from the European Unio n’s Erasmus+ Programme with 

Agreement number 2017 -2898 / 001-001” 

Example: 

 

Results: 

“The research leading to these results/this pu blication  h as received funding from the 

European Union’s Erasmus+ Programme with Agreement number 2017 -2898 / 001-001”
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Disclaim er excluding responsibili ty: 

Any dissemination of r esults mu st indicate that i t reflects only th e au thor's view and th at Erasmus+ 

programm e is not respon sible for any  use th at may b e mad e of the inform ation  it con tains  by including  th e 

following disclaim er:  

“This p aper/ presentation/ article/ pub lication refle cts only the author’s v iew and the 

Erasmus+ pro gramme is not responsible for any u se that may be made of the informatio n 

it contain s.”  

 

5.4. Procedures for communication, publication and dissemination of project results 

 

Commun ication Activi ties:  

Each Partn er wishing to undertak e any form al project-r elev ant co mmunication activi ties and ini tiative 

related to th e project should inform both th e Coordinator and WP 8 Lead er. The content and th e overall  

message of the co mmunic ation activities sh ould  be agreed with the Co ordinator whi le the visual id enti ty of the 

project should follo w th e s tandard agreed (logo , com munication s tyle).  

All communication activi ties should b e reported at latest at th e tim e of th e p eriodic report.  

 

Dissemination and pub lication of project results :  

Before th e dissemin ation and publication of the project results, th e Partn er should give the Coordinator 

and th e oth er project Partn ers at least 30-calendar-day-notice.  

The o ther p arties th en hav e 30 calendar days to object the dissemin ation/publ ication and requ est 

necessary modifications .  

If no Partner objects within th e period above, the dissemination/publication of results is allo w ed. For 

efficiency sake, all in tend ed publications and d issemin ation activities should be pr eviously sh ared with  

Partners during th e earliest GC m eetin g.  

 

5.5. Use of social media 

The project uses th e follo wing social m edia:  

Linked In https://www.linkedin.com/company/EULA-GTEC-project/ 

Tw itter  https://twitter.com/gteceula

http://www.linkedin.com/company/smartnet-project/
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Any content to be sh ared usin g social med ia should b e sent to th e WP 8 Lead er using the follo wing email 

address : info@ EULA-GTEC-projec t.eu  

When m entionin g EULA-GTEC on Twitter, Partn ers are asked  to use @ EULA-GTECProject. 

https :// twitter.com/gteceula 

mailto:info@smartnet-project.eu
https://twitter.com/gteceula
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6. Workshops, Meetings and Web Conferences management 

6.1. Communication channels 

 

Day-to-d ay com munication of all project related issues will be don e via em ail  / phone or any digital group 

means. Important co mmunications sh ould be traced via m ail.  

 

6.2. Types of meetings and relevant procedures 

 

All meetin gs of the project m anagemen t bodies should fol low the procedures  listed in  th e Consortiu m 

Agreemen t. 

All other project m eetings fol low more flexible and ad hoc procedures agreed by the p articipants involv ed.  

How ever, an official agend a (wh ere r elev ant) and m eeting minu tes should be produced for all m eetin gs.  

 

6.2.1. Virtual meetings 

The organizer of a virtua l meetin g is  free to  propose  or use a provid er to  set up  a vir tual m eeting or 

conference.  

The Coordin ator should  be invited in  adv ance to all vir tual m eetings  th at are not officially  scheduled. In  

case th e virtual m eeting i s organized by a Task Leader, th e WP leader should be invited as  w ell, so to fav or 

alignm en t betw een parties. 

The organizer of the virtual meeting is responsible for preparing the projec t agend a and taking m eeting  

minutes and sh aring them with  th e relev ant p articipants /  project bodies . The m eeting  minutes shou ld include  

the list of participan ts as w ell.  

 

6.2.2. Face-to-Face Meetings 

Face-to- face meetin gs will b e organiz ed for the regular m eetings of th e: 

Executiv e Committee – ev ery 6 month s  

Gen eral Council – ev ery year (minimum three tim es alon g th e project duration)  
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The face-to -face m eetings h ave b een scheduled (months coun ting from 2017 October 17 as day on e)  as 

follows: 

M6 – 23-28 March2018 - Mar del Plata- Argentina (KoM)  

M8 – 11-13 June 2018 – São Pau lo - Brasil & Barcelon a – Sp ain – LA & EU memb ers, resp ectiv ely  

M9 – 25-26 June 2018 – Luján –  Argentin a  

M9 – 28-29 June 2018 – São Pau lo – Brasil  

M13 – 5-7 Nov emb er 2018 – Luján – Argen tina  

M 1 4 –  1 0-14 Dec e m ber  20 18 –  Lis b on –  Por t ugal  

M16 – 5-8 February 2019 – Bologn a – Italy  

M18 – 18-26 March 2019 – São Paulo Brasil & Luján Argentin a  

M18 – 21-22 March 2019 – Lima – Peru  

M18 – 26-27 March 2019 – São Paulo – Br asil  

M18 – 2-5 April 2019 – São Paulo – Brasil  

M19 – 7-10 May 2019 – Lima – Peru  

M23 – 3-6 September 2019 – M ar del Plata – Argen tina  

The organiz er consortium member of the face- to-fac e m eeting  is responsible for th e logistical organization of 

the m eeting and  preparation of  th e meetin g agend a togeth er with th e Co ordinator . The organiz er consortium 

memb er of th e face- to-fac e m eeting  is respon sible for taking  th e m eeting minu tes  and sh aring th em with  all 

the relev ant par ticipants and project b odies .  

 

6.2.3. Meeting minutes template 

The template for th e m eeting minu tes  is available on th e project Intran et. 

The physical  m eeting  m inutes should includ e a lis t of  participants  for every  day of the m eeting  w ith  th e 

signatur es of all those presen t at th e meeting. Th e list of participants and the sign atures are the resp onsibility  

of the organizer of th e face- to-fac e m eeting . A copy of the l ist of p articipants should b e sen t to th e Coordinator 

after the m eeting.  

The m eeting minutes should also include a list of Meeting Action Points listing th e: a) action ; b) concerned 

WPs; c) partner/p erson in charge and d) d eadlin es.  

Informal minutes are mandatory also for web m eetings .  
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6.3. Web Page 

6.3.1. Structure 

The project webp age has a public area  open  to ev erybody and a restricted area  th at can b e accessed by 

project partn ers only.  

 

6.3.2. Public area 

The public  area  of the project webp age wi ll be maintain ed and updated  by th e WP8 leader. Requests for 

updates or changes in th e structure of the project w ebpage should be proposed through the Coordinator.  

The WP8 lead er will also be respon sible for monitoring accesses and preparing reports to th e GC for each 

project m eeting . The WP8 leader will also pled ge to put in place non -p aying procedures for promo ting th e 

visibility of the w eb page to Google and o ther importan t search engin es .  

All project partn ers will b e able to upload files in the r estricted ar ea through u se of th e owncloud. 

 

6.3.3. Procedures for publishing on the public area and to manage mailbox 

Any news  related to  th e projec t should b e co mmunicated  to  WP8 leader usin g th e email address: in fo@EULA-

GTEC-project.eu  

WP8 Leader will prepare th e conten t to  be published on th e w ebpage and will submit it  to the  C oordin ator for 

approval.  

 

6.4. Restricted area 

The restricted area will b e used for storing and sh aring of project docu men ts (official docu men ts, templates, 

deliverab les  and docu men ts r elated to each of th e WPs). It  is a lso a  working  area for all  th e project related 

documents. Mu ltiple sharing i s guaran teed by m eans of lin ks with th e Goo gle Docs platform.  

The restricted area is buil t upon owncloud and features th e follow ing items:  

- One folder at root level for each WP and an additional on e for “o ther docum ents”  

- A G oogl e Cale n dar  w i dg et  for  pr ogr a m ming  t he i nter nal  ev e nts  of the E ULA- GT EC  c ons or tiu m (web 

conferences , physical meetin gs, dissemin ation even ts, etc). To ensure visibility from external  

public, th e calendar located in th e public  web  area has to  be u sed  instead . 

mailto:info@smartnet-project.eu
mailto:info@smartnet-project.eu
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6.5. Access protection 

Access to the Restricted Area will be available  only to reg istered m emb ers and partners of th e projec t 

consortium.  

The password policy for the restricted ar ea will b e disclosed to m embers only and shall not b e shar ed nor  

publicly mad e avai lable.  

Policies and security m easur es ar e in place to protect against unauthorized access to th e private area or the 

adminis trativ e  area of the web site.  

 

6.6. Data protection 

Owncloud has a buil t-in b ackup routin e, protectin g against p erman ent removal  or destruction of  data. 

Users will b e able to d elete files, bu t this is a ‘sof t delete’ with a copy of all files stor ed in an area . Th e WP8 

Leader will be ab le to restore deleted files if alerted. 
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6.7. Documentation management (file naming, saving, document repository) 

All authorized represen tatives of p artners  can access and d ownlo ad all  project docu men ts.  

 

6.7.1. Type of documents 

 

The types of docum ents (as d epicted in app endix) are the fo llowin g:  

- Deliv erable Repor t (DR)  

- Activity Rep ort (AR)  

- Workshop Report (WR)  

- Meetin g Report (MR)  

- Joint D eclaration  Docum ent (JD)  

- Tim esh eet Docum en t (TS)  

- Travel Report Docum ent (TR)  

- Gen eral Docum en ts (GD )  

- Presen tation Template (TP) 

- Rollup Template (R L)  

- Folder Temp late (PT)  

 

Partners nu mber:  

P01 – UNLu  P02 – UAB  P03 – UNIBO  P04 – AMU P05 – IUL 

P06 – PUCP  P07 – UPCH  P08 – USP  P09 – UNMdP  P10 – UFR N 

P11 – MinCyT  P12 – SENAI P13 – INTA P14 – Mis Ladrillos   

 

6.7.2. File naming 

File naming should allow for a quick identification of the documen t natur e, authors , version, and trac ed 

back its dev elopm en t. Th erefore, based on the pr evious codification as s tated in section 6.7, th e naming is as  

follows: 

[WP#] + [doc type] + [Partner] + [order no XX X] + [versio n] + [CO/P UB]  

No of characters:     [3 ]    +       [2]       +       [3]       +           [3]             +      [1]       + [CO/P UB]  

Example of the p artner IUL for th e docum ent Workshop R eport Lisbon Workshop: WP7WRP05001ACO  

Note: Th e order nu mber i s a consecutiv e nu mbering  in a  chronological order  (a  unique iden tifier of 
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documents within each WP) 

 

 

6.8. Events calendar 

Every new ev ent ( e.g . a m eeting) has to b e properly inser ted  in the calendar reasonab ly in advanc e befor e 

the even t.  

 

6.9. Mailing Lists 

There is  an in ternal mailin g lis t available to  all  m embers  to share inform ation . The m ailing  list will  b e 

main tain ed by th e WP8 Lead er and th e Coordinator. 

 

6.10. Copyright 

All outputs fro m th e project, to the excep tion of those th at can b e tak en as shar ed property  or of public 

domain, shall b e sub jected to a sp ecific copyright contract with p a rtn ers or any ex ternal  en tity that provides  

information u sed in th e Master or that structures i ts service or product based on th e Consor tium ou tputs.  

Shared property i s attributed to ou tputs that w ere co -d eveloped with associate p artn ers.  

Public domain outpu ts ar e tho se that th e GC d ecides so.  

All documentation coded as CO (Consortium only) wil l keep that level of confiden tiali ty after conclusion of 

the project. It may no t b e sh ared, transmitted or disclosed in  any for m withou t wri tten consent fro m a ll CG  

memb ers.  

The template for th e copyright s tatem ent i s provided in th e app endix  13. 
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7 Appendices 

The Templates can be d ownlo aded fro m th e dedic ated area of th e o wncloud.  
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Appendix 1 – Activity Report Template 

 

[WP#] + [AR] + [Partner] + [order no XXX ] + [version ] + [CO/PUB]  

Concerned WP: 

Participants: 

 

 

 

 

Period of report: __ / __ / _____ to __ / __ / _____ 

 

Planned Activities  
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 

Realized activities  

 
Main Results (the WP Leader describes the outcomes resulting from the activity) 
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Deviations (if any) 
 
 

 
 
 
 
 
 

 
 

Corrective actions:  
 
 

 
Risk Identification 
(concerning planned activities) 

 
Risk #1: 
 
Risk #2: 
 
… 

 
 
 

Risk assessment:  
 
Cost deviation risk? Y / N 

□ Low (<5%)                        

□ Moderate (5%-10%) 

□ High (>10%) 
 
Schedule deviation risk? Y / N 

□ Low (<5%)                        

□ Moderate (5%-10%) 

□ High (>10%) 
 
Performance deviation risk? Y / N 
If Yes, state here:  
 
 
 
 

 

Risk monitoring: 
(how risks will be checked) 

 
Contingency planning: 

For each risk, state counter measures or preventive actions:  

 
 
 
 
 
 
 
 
 
 
 
 

WP leader Successor WP leader Coordinator 
 
□ Approved 
□ Rejected 
 
 
__ / __ / ____ 
 
___________________ 
Signature 
 

 
□ Approved 
□ Rejected 
 
 
__ / __ / ____ 
 
___________________ 
Signature 

 
□ Approved 
□ Rejected 
 
 
__ / __ / ____ 
 
___________________ 
Signature 
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Appendix 2 –Workshop Report Template 

 

[WP#] + [WR ] + [P artner] + [order no XXX] + [version] + [CO/P UB]  

 

Place (City) : _________________  Date: __ / __ / _____  

 

List of participan ts:  

Name Signatur e 

  

  

… … 

 

 
Agenda 
 
 
 
 
 
 
 
 

 

Meeting  Action Points :  

Action point  Concerned WPs  Partner / member in charge  deadlin e 

   __ / __ / ____ 

   __ / __ / ____ 

… … … … 

 

 

Sent to coordinator by _____________ (NAM E) at __ / __ / ______ (DATE)  

 

Seen by coordinator __ / __ / ______  
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Appendix 3 – Meeting Report Template 

 

[WP#] + [ MR] + [Partn er] + [ord er no XXX] + [v ersion] + [CO/PUB]  

Meeting  date: __ / __ / _____  
□ Virtual 
□ Face to face (includes List of participants with signatures) 

 

 

List of participan ts:  

Name 

 

 

… 

 
 
Agenda 
 
 
 
 
 
 
 
 

 

Meeting  Action Points :  

Action point  Concerned WPs  Partner / member in charge  deadlin e 

   __ / __ / ____ 

   __ / __ / ____ 

… … … … 

 

 

Sent to coordinator by _____________ (NAM E) at __ / __ / ______ (DATE)  

 

Seen by coordinator __ / __ / ______  
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Appendix 4 – Joint Declaration Document Template 

[WP#] + [ JD] + [Partn er] + [ord er no XXX] + [v ersion] + [CO/PUB]  

 

JOINT DECLARATION        
 
Ref. No………….……………….……  Project No. ………….………. 
The reference number must correspond to the progressive numbering indicated in the financial statements of the final report 

 
FROM ....................................................................................... 

Hereinafter "the Institution"* 
 

AND  Name:  ............................................................................ 
  Address: .................................................................................................................... ............................. 

Hereinafter "the Staff member"* 
 
THE INSTITUTION AND THE STAFF MEMBER HEREBY CERTIFY THAT: 
 
1. The Institution is a member of the partnership for the above-mentioned project. 
2. The Staff member is either: 
 - employed by the Institution and is part of its payroll system                                                           YES/NO 
    or 
 - a natural person ** assigned to the project on the basis of a contract against payment                       YES/NO 
3. The Institution and Staff member agree that the Staff member has worked on this project and performed the following 

duties during the project’s eligibility period. 
    dd/mm/yy   dd/mm/yy 

FROM  TO  

 
Please describe the outputs produced (short overall indication since detailed information has to be given in the accompanying 
time-sheet):  

…………………………………………………………………………………………………………………………………………………………………………………………………
…………………….........................................................………………………………………………………………………………………………………………………… 
 
4. Please complete the following information.  
 

Staff category (Manager / Researcher, Teacher, Trainer /  Technician / Administrative 
staff) 

 

Country of the Institution   

Number of days worked and charged to the project (according to time-sheet)  

 
5. This declaration does not alter in any way the employment conditions/assignment already existing between the Institution a nd the 
Staff member and is established solely for the purpose of justifying the Staff costs that the Institution will charge to the Erasmus+ 
Capacity Building in Higher Education grant. 
 
Done in .................................................................   Date ................................................................... 
 
Name…………………………………………… 
 
Function………………………………………… 
 
Institution .............................................................   Staff member name…………................................. 
 
Signature and Stamp of the Institution    Signature of the Staff member 
 
*The declaration must be signed by the person concerned, then signed and stamped by the person responsible in the Institution where this person worked for the project. The  

Institution must be a member of the partnership. 
 

** A natural person (individual) can be assigned to the action also on the basis  of e.g. a civil contract, a free-lance contract, an expert contract, a service contract with 

self-employed person ("in house consultant) or a secondment to the Institution against payment.  The costs of such natural persons  working under the action may be 

assimilated to the costs of personnel, if:  
(i) the person works under conditions similar to those of an employee (in particular regarding the way the work is organised,  the tasks that are performed and the 

premises where they are performed);and  

(ii) the result of the work belongs to the Institution (unless exceptionally agreed otherwise); and  

(iii) the costs are not significantly different from the costs of staff performing similar tasks under an employment contract  within the institution  
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Appendix 5 – Timesheet Document Template 

[WP#] + [ TS] + [Partn er] + [ord er no XXX] + [v ersion] + [CO/PUB]  

 

 

 

Appendix 6 – Travel Report Document Template 

[WP#] + TR + [Partn er] + [ord er no XXX] + [v ersion] + [CO/PUB]  

 
INDIVIDUAL TRAVEL REPORT for travel costs and costs of stay 
To be filled in by each participant 

In case of circular/multiple travels, please fill in separate Individual Travel Reports.  
 

 

Ref. No………….……………….…………Project No. ………….……………….…… 
The reference number must correspond to the progressive numbering indicated in the financial statements in the final report 

(1) PERSONAL DATA 

Surname:  ...................................................................................  Forename:  ................................................................................. . 

Nationality: ………………………………………………………………………………………………………. 
Home institution: ............................................................................................................................................................................ . 
Staff position/student year of study at home institution:  ................................................................................................................ . 

(2) TYPE OF ACTIVITY (Tick as appropri ate) 
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 STAFF   STUDENTS  

 Teaching/training assignment   Study period 

 Training and retraining purpos es   Participation in i ntensive co urses  

 Updating programmes  and cours es   
Practical placements , i nter nships  in compani es, i ndustries  

or institutions  

 
Practical placements  in co mpanies , industries  

and institutions  
 

Participation in short term activiti es linked to the 

management of the project  

 Project management related meetings 

 Workshops and visits for result dissemination purposes  

(3) DETAILS OF THE TRAVEL 

 

*Please indicate period of travel from departure to return to place of origin        
** If different from Home institution please enclose authorisation from the Agency 

***Travel distance in Km (One-way travel using distance calculator:http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm) from place of departure 

to location of activities 

PERIOD * 

From (D epart date) 

(dd/mm/yy)  

To (Retur n date) 

(dd/mm/yy) 

  

PLACE OF 
DEPARTURE** 

 
HOME  INSTITUTION ……………………………………………………………….  

 

COUNTRY………….……………………..  CITY…………………………………...  

PLACE OF 
DESTINATION/ 
LOCATION OF 
ACTIVITY 

 

HOST INSTITUTION ……………………………………………………………….  

 
COUNTRY………….……………………..  CITY…………………………………..  

TRAVEL DISTANCE*** 
 

Km ……………………………..  

 

(4)  DETAILS OF THE ACTIVITY  
 

DATES (excludi ng trav el)  From (date):………………………… To (date): …………………………….. 

 
DESCRIPTION OF ACTIVITY(IES) PERFORMED (brief description of the activities performed) 
…………………………………………………………………………………………………………………………………………………………………
……………………………………………………….…………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………. 

SIGNATURE OF THE PARTICIPANT  

I hereby declare that I have been carrying out the above-mentioned activities. 
 
 
Date:………………………………………...   Signature: ………………………………………. 

 

 

  

http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm
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Appendix 7 – General Documents Template 

 

 

[WP#] + GD + [Partn er] + [ord er no XXX] + [v ersion] + [CO/P UB]  

 

  

Subject: 

Contents: 



Copyright 2018 EULA-GTEC Page 46 of 58 

 

 

 

Appendix 8 – Presentation Template 
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Appendix 9 – Rollup Model Template 
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Appendix 10 – Folder Template 
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Appendix 11 – Deliverable Report General Template 

 

Deliverable Report 
[WP#] + [DR] + [Partner] + [order no XXX] + [version] + [CO/PUB] 

 
DESC RIP TION  

 

 

 

 

 

RESPON SIBLE  

 

 

 

 

PARTICIPANTS  

 

 

 

 

 

 

STA RT DATE            /      /                                                                                                     EN D DA TE            /      /  

 

APPROVED                                             

REJEC TED                  

DATE            /      /                                     SIGN WP MA NAGER  

 

APPROVED                                             

REJEC TED                  

DATE            /      /                                     SIGN RESPO NSIB LE FOR TH E S UCCESSOR WP  

 

APPROVED                                             

REJEC TED                  

DATE            /      /                                     SIGN PRO JEC T MANA GER  
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REPORT 
 

 


