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1. Introduction

Purpose

The deliverable D8.1 Project Management Handbook is related to the work package 8 “Project Management” of
the iCOSHELLs project, in particular, it is an output of the task 8.1 “Implementation of an agile responsive project
management process” led by RISE.

This deliverable D8.1 gives a quick overview of the most relevant managerial aspects of the project, setting the rules
and responsibilities of the partners aimed at ensuring an excellent quality and progress of the work.

This document summarises all the required knowledge for effective project documentation management and
contains comprehensive information on the management strategy, consortium governance structure, reporting
procedures, risk management, quality management, amendments, etc. Other transversal issues as dissemination
and communication practices, data management, ethics, Intellectual Property Rights (IPR) and Exploitation of
results are mentioned in section 9 with references to other documents that will further explain these cross-cutting
issues.

The purpose of this guide is to clarify legal and financial aspects of the iCOSHELLs Grant Agreement (GA) in force
and the Consortium Agreement (CA) that may need further explanations to beneficiaries'.

This guide is a ‘living’ document and can be modified according to the project’s needs. This document will be
updated and extended if necessary, during the iCOSHELLs project implementation, including relevant issues and
changes in the project or procedures. Every time the document is updated, all the partners will be duly informed
about the updates and the changes made with respect to the previous version.

DISCLAIMER: This document is a procedural guide based on other project documentations (GA and CA) and
reference documents of the Horizon Europe Programme (i.e. Annotated Grant Agreement, AGA, for EU funding
programmes 2021-2027, Online Manual of the Funding and Tenders Portal, FTP, etc.) and has been adapted
specifically for this project. Please note that not all content is original, as some sections have been directly copied

from the abovementioned documents.

Relation to other project documents

In the event of discrepancy between documents, this Project Management Handbook is overruled by the Grant
Agreement (GA) No. 101157394 including its Annexes and the Consortium Agreement (CA).

1 Both GA and CA are available in the ICOSHELLS’ sharepoint, under the folder “00_REFERENCE DOCUMENTS”. Additionally, the GA can be downloaded
from the Funding and Tenders Portal (FTP), in the “Process documents” of the module “Proposal Management & Grant Preparation” at “Archived Processes”.
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2. Governance structure

The article 7 of the GA details the roles and obligations of each member of the iCOSHELLs consortium (currently
composed by 35 beneficiaries, 2 affiliated entities and 4 associated partners) and of other participants that may be
involved in the project implementation (subcontractors, recipients of financial support to third parties, third parties
giving in-kind contributions). In addition, to guarantee the proper project management, the iCOSHELLs consortium
defined in the CA (Article 6), a governance structure that is composed of the following consortium bodies, which
decision-making hierarchy within the consortium is as follow:

e The General Assembly (GenA) is the ultimate decision-making body.

e The Project Coordinator (PC) acts on behalf of the General Assembly, ensuring compliance with its decisions
and acting as the intermediary with the Granting Authority, the European Commission (EC).

e The Project Technical Committee (PTC) advises and supports the Project Coordinator on operational and
managementissues but operates under the authority and decisions of the General Assembly.

General Assembly

The General Assembly (GenA) is the ultimate decision-making board of the project, and will involve at least one
representative of each entity participating in the consortium and will be chaired by the Project Coordinator. This
management body will be:

e Supporting the PC in fulfilling the obligations towards the EC, including budget-related matters.

e Assisting inthe elaboration and approving financial and technical reports prior totheir submissionto the EC.

e Monitoring tasks execution and general project development, proposing corrective actions and appropriate
amendments to the work plan in agreement with the EC in order to meet iCOSHELLs objectives.

e Making decisions about premature termination of the project or the exclusion of defaulting partners.

e Proposing a replacementto the EC whenthe PC fails in executing properly its tasks.

e Making decisions about other strategic or long-term issues.

Project Coordinator

The Project Coordinator (PC) is the legal entity acting as the intermediary between the Parties and the EC. The PC
shall, in addition to its responsibilities as a Party, perform the tasks assignedto it as described inthe article 7 of the
iCOSHELLs GA and the CA. In particular, the Project Coordinator shall:

e Actas the first contact point for EC services.

e Monitorcompliance by the Parties with their obligations.

e Prepare the meetings of the Consortium and propose decisions.

e Monitor the overall progress of all WPs, setting in place procedures to ensure a more detailed progress
monitoring in consultation with the subgroups.

e Oversee quality assurance.
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e Manage the administrative aspects of the project.

e Collect and review to verify consistency of submitting reports, other deliverables (including financial
statements and related certifications) and specific requested documents by the EC.

e Transmit documents and information connected with the Project to any other Parties concerned.

e Monitor the expenses and budget allocation, assist the participants concerning administrative aspects of the
project.

e Coordinate the payments tothe partners.

e Requestamendments, if necessary.

e Provide assistance towards the participants concerning: the rules of the funding programme Horizon Europe
(HE), the project planning and individual partner planning, give advice on all kind of matters, e.g. how to fill in

cost statements, on-line guidance (Participants Portal), rights and obligations, etc.

The project coordination is executed by RISE and the designated Project Coordinator (PC) are Mr. Erik Sindhgj
and Ms. Cheryl Cordeiro. Mr. Sindhgj and Ms. Cheryl Cordeiro are experienced EU project managers with a
combined 17 years’ experience betweenthem. Currently they are lead coordinators for the flagship EU Interreg BSR
project CiNURGi, EU Horizon RIA iCOSHELLs, and an EU Horizon CSA FERTITEC that has a twin project titled
FertiCovery. In the past 2 and a half years, they have secured about 20.5 million EUR in funded EU projects.

The PC will be supported by ZABALA that will act as Project Secretary proving day-to-day assistance to the overall
project management. Both entities, RISE and ZABALA, form the Coordination Team (COOT). ZABALA will carry out
the assistance and coaching in financial/legal aspects during project meetings. ZABALA will explain procedures
regarding justification and eligibility costs, records, requirements of audit certificates, etc. ZABALA will support to
all Legal Entity Appointed Representative (LEAR) and Project Legal Signatory (PLSIGN) in the use of the FTP. ZABALA
will collect the draft cost statements prepared by beneficiaries to revise and integrate them into a single document
for the final revision carried out by the PC to approve them. ZABALA will check the provision of Certificates on the
Financial Statements (CFS) if required to some beneficiaries (see further explanations in section 4). ZABALA will
also support RISE in the identification of risks that would require an amendment or information letters to the EC.

Project Technical Committee

The Project Technical Committee (PTC) shall support the Project Coordinator in preparing meetings with the EC and
in preparing related data and deliverables, while ensuring that all partners, including non-PTC members, fulfil their
respective deliverable responsibilities. The PTC is composed of the PC, the Work Package (WP) Leaders (RISE,
CSCP, CETENMA, ZABALA, IFAU, ATB and G!E) and the Living Labs (LL) Leaders (RISE, CETENMA, GAIA, CLUBE,
ISINNOVA and AUP).

WP Leaders

Each WP has a lead beneficiaryin charge of the coordination of the tasks. They will coordinate partners’ interaction
withinthe WP and tasks and will callforinternal WP meetings if required. Project progress will be critically reviewed
ateach milestone point. Each WP Leader is responsible for operational decisions and willguarantee thatthe partial
and total objectives of the WP are accomplished, elaborating the reports of the WP and organizing the presentation
of results. These are responsible also forthe coordination of the deliverables associated witheach WP.
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The role of the WP Leaders will be to:

e Coordinate and supervise the work performed within the WP or tasks according to the time schedule.

e Monitorthe technical quality of the work to achieve the expected results.

e Coordinate with other WP or task leaders the information flow required by the various interdependencies.

e Prepare the periodic technical reports and coordinate the gathering of inputs from the task leaders and other
partners participating in the WP.

e Inform the Project Coordinator on the progress achieved, results obtained, problems encountered, before
every PTC meeting.

e Coordinate and approve (preliminarily) the deliverables prepared in the WP.

e Participate in the preparation and attend to the review meetings with the Commission.

e Beresponsible for the implementation and risk management of the WP.

LLs Leaders

The role ofthe LLs Leaders will be to:

e Coordinate and supervise the work performed within the LL according to the tasks and time schedule.

e Monitorthe technical quality of the work to achieve the expected results.

e Coordinate with other LLs and WP and tasks leader the information flow required by the various
interdependencies.

e Informthe WP andtask leader onthe progress achieved, results obtained, problems encountered, before every
PTC meeting.

e Participate in the preparation of the review meetings with the Commission.

Project meetings

The iCOSHELLs governance bodies, GenA and PTC, will organise periodical project meetings to ensure the proper
project management. Table 1 summarises the iCOSHELLs project meetings.

Table 1. iCOSHELLs project meetings

Consortium Body Ordinary meeting Extraordinary meeting

At any time upon request of the PTC or 1/3 of the

General Assembly (GenA) At least once a year g iy —

At least once a year

Project Technical Committee (PTC) physically & 6/year virtually

At any time upon request of any Member of the PTC

The chairperson of a Consortium Body will be responsible for:

e Give written notice of the meeting to the members of the Body.
e Preparing and sending the agenda with the members of the Body.
e Produce the minutes of the meeting, which shall be the formal record of all decisions taken. He/she shall send

the draft minutes to all Members within 14 calendar days of the meeting. The minutes shall be considered as
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accepted if, within 15 calendar days from receipt, no member has sent an objection by written notice to the

chairperson. The chairperson shall share the accepted minutes with all the Consortium.

The iCOSHELLs CA in article 6.2.2 set the timeline for notifying and sending the agenda of both types of project
meetings (GenA and PTC).

All the materials concerning the Consortium meetings (agenda, presentations, minutes, etc.) will be available in
iCOSHELLs SharePoint within “Meetings” folder.

Internal communication

The day-to day communication within the consortium is done via email.

An updated list of Contacts is available in the iCOSHELLs SharePoint (excel “00_iCOSHELLs contacts”). This
document contains several contact lists (excel sheets):

e Coordination Team (RISE + ZABALA)
e Partner contacts (primary and secondary contacts)
e Administrative-Financial reporting
o WP Leaders

o LLLeaders

e WP1 contacts

e WP2 contacts

e WP3 contacts

e WP4 contacts

e WPS5 contacts

e WP6 contacts

e WP7 contacts

New contacts, changes and/or corrections to the list of contacts should be done by each beneficiary in the
abovementioned document to keep updated the contact details of beneficiaries involved. Moreover, to assure all
of them have access to the project documentation, the changes done in the contact list should be notified to the
ZABALA to grantthem access permission to the SharePoint repository.
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3. Conflict resolution

Maintaining a good working relationship among all the members of the consortium is essential for swiftly resolving
problems and issues. The iCOSHELLs partners shall always try to reach an agreement on conflicts. However, if this
is not possible, problems and conflicts must be addressed systematically.

Conflicts will have to be solved at the lowest level possible, and preferably amicably. If an agreement cannot be
reached at a task or WP level, then the Project Coordinator will mediate. If that is not satisfactory, then the General
Assembly will take a decision, and if necessary, it will ask for the authorisation of the European Commission.

Definitive conflict resolution procedures are laid down inthe Consortium Agreement. This document formalizes the
rights, obligations, relationships and procedures within the consortium, as well as any other relevant issues such
as the use of background material, IPR, etc. In case of conflict between participants on access rights, the Project
Coordinator should advise the General Assembly for arbitration (in correlation with EC rules).

Information flow chart

Allthe issues (problems, delays, etc.) must be communicated from each partner to the WP Leader. The WP Leader
will be the responsible for dealing with the issue raised and solve it. Inthe case that the issue cannot be solved, the
Project Coordinator will be duly informed.

All relevant issues with an impact on the work and planning of the project will be discussed with the corresponding
committee without unduly delays. The Project Coordinator will resolve the issues put up by the WP Leaders or will
transmitthem tothe EC if necessary.

Voting rights and quorum

The voting rules and quorum for each of the iCOSHELLs governance bodies are ruled in the Consortium Agreement.
A summary of the vetorights and quorum is presented in Table 2:

Table 2. Veto rights and quorum

Consortium body 2/3 of its members 1 member =1 vote Majority of 2/3 of the = Yes
votes cast

www.icoshells.eu 14
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4. Project reporting obligations

Monitoring the project execution is an ongoing task that takes place at any moment during the project
implementation and beyond. There are contractual tasks that make the project monitoring most relevant at certain
periods in project “s life, in particular after each reporting period at the time of payments. In accordance with the
Grant Agreement, project reporting obligations with the EC are the following:

e Periodic reporting
e Continuous reporting (deliverables, milestones, risks, etc.)

The Funding & Tenders Portal (FTP) is the entry point for electronic administration of EU-funded research and
innovation projects, and hosts the services for managing projects throughout their lifecycle. It is highly
recommended that all individuals participating in the iCOSHELLs project have an ECAS account?. The roles and
access rights that a user can have been detailed in the Annex 1. Funding & Tenders Portal roles can be checked
after logging into the ECAS account on the FTP under the "My Roles" button (under the button bearing the name of
the user).

Periodic reporting

Periodic Reporting isthe pre-condition for receiving payments. Afterthe end of each reporting period, within 60 days
after the end of the reporting period, a Periodic Report shall be submitted to the EC by the Project Coordinator.

The reporting periods (RP) of the iCOSHELLs project, defined in the Data sheet (point 4.2) of the GA, are
summarised in Table 3:

Table 3: Reporting periods of the iCOSHELLs Project.

RP1 M1-M18: September 2024 — February 2026 30" April 2026
RP2 M19 - M36: March 2026 — August 2027 31 October 2027
RP3 M37 —M48: September 2027 — August 2028 315t October 2028

At the end of each reporting period, the Commission shall evaluate and approve periodic reports and distribute the
corresponding payment (see the iCOSHELLs payments scheme in the article 7.2.2 of the CA). In the case that the
Commission requests any further information, clarification or documentation on the periodic report, the time will
be stopped from the Commission’s side, restarting the count-down upon reception of requested information.

2 See instructions to create an ECAS account in this link: How do | create my EU Login account? - European Union
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Moreover, after the submission of each Periodic Report, a Review Meeting with the EC willbe scheduled to validate
the proper project implementation and compliance with the obligations under the GA. The Project Officer will
formally notify the Project Coordinator and agree an appropriate date, venue and contents of the Project review.
The granting authority may be assisted by independent, outside experts familiar with the domain of the Project. The
potentialiCOSHELLs project reviews meetings are defined in the GA for months 21 (May 2026), 39 (November 2027)
and 48 (August 2028) according to the GA (Description of Action, DoA).

Content of periodic reports

The content ofthe Periodic reports is compulsory and determined by the Commissionin the article 21.2 of the Grant
Agreement. A template of the Periodic report can be downloaded from the Reference Documents of the Horizon
Europe Programme in the FTP (link). The structure of the Periodic Report contains the technical and financial
reports, and it is as follows:

The Technical Report consists of 2 parts:

e Part A contains structured tables with project information (deliverables, milestones, risks, dissemination
and communication activities, etc.) and is generated by the Portal. It is based on the information entered
into the Continuous Reporting and the Periodic Reporting modules of the Grant Management Services
(GMS) of the FTP.

e PartBis a narrative description of the work carried out during the reporting period. Part B (+ annexes) must
be uploaded (in pdf format) onthe Technical Report (Part B) screen. The part Btemplate to be used foreach
reporting period must be downloaded from the Periodic Reporting module of the FTP.

The Financial Report consists of:

e Individualfinancial statements (Annex 4 to the GA) for each Beneficiary and Affiliated Entity (AE).

e An explanation of the use of the resources (or detailed cost reporting table from each beneficiary), if
required.

e Aperiodic summary (consolidated) financial statement including the request for payment.

e For some beneficiaries, a Certificate on the Financial Statements (CFS) (if threshold reached; in Horizon
Europe CFS is mandatory only at final payment if a beneficiary or affiliated entity requests EU contribution
to costs = EUR 430 000).

e Ifrequested by the EC at the final payment, the Project Coordinator shall fill and submit a report on the
distribution of payments. The template can be downloaded in this link to the Reference documents of the
Horizon Europe Programme.

The Financial Reportis generated by the Portal on the basis of the financialinformation entered into the Periodic
Reporting module (and any other documents uploaded, e.g. CFS).
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Preparation and submission processes

The main steps for the preparation and submission of the periodic reports are:

1. Notification: all beneficiaries receive a notification at end of period.
2. Al beneficiaries:
a. contribute to the Technical Part of the Periodic Report
b. completetheirown Financial Statement and sign (the Project Financial Signatory, PFSIGN, of each
beneficiary) and submit their Financial Statements to the Project Coordinator (see further
instructions in the Annex 2).
3. The Project Coordinator approves and submits the elements of the Periodic Report to the EU Services.
The EU Services review the submitted Periodic Report and accept or reject it.

5. Periodic Payment (including final).

For the preparation of the periodic period reports, technical and financial inputs are necessary from all
beneficiaries, who must contribute to the periodic report.

Technical information

The COOT will launch the process of collecting technical inputs for the elaboration of the technical report at the
end of M18, M36 and M48, even if an earlier launch might occur if considered. The workflow that shall be followed

for the preparation of the technicalreportis:

Part A (online):

The COOT shall share a template with the Consortium partners to gather inputs.

2. Al project participants shall contribute to the Part A within the requested internal timeline (normally 30
days before the submission date of the periodic report).

3. The COOT shall gather allthe inputs for its revision and approval.

4. Then,the COOT shall upload the data into the Funding & Tenders portal.

Part B (PDF):

The COOT shall share a template with the Consortium partners to gather inputs.

2. WP Leaders shall contribute to the Part B within the requested internal timeline (normally 30 days before
the submission date of the periodic report). WP Leaders are responsible to ask for the required inputs to
other WP participants within their WP. At the same time, all WP participants are responsible for providing
the WP Leader the required information within the requested timeline.

3. The WP Leader shall send his/her WP information to the Project Coordinator.

4. The Project Coordinator will review the WP information and provide feedback and comments to the WP
Leader.

5. The WP Leader shall then prepare the final version and share it to the Project Coordinator.

6. The Project Coordinator shall sendthe finalversion of the WPs information to the COOT, who will gather all
the informationinto a single document and proceed with the quality check.
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7. The COOT shall send the final version of the Part B to the Project Coordinator, who will give green light for
uploading it on the Funding & Tenders portal
8. Then, the COOT will upload the PDF into the Funding & Tenders portal.

The technical information workflow is represented below:

TECHNICAL

Deadlines

PART A PART B
(online) (PDF)

EC PORTAL-CO:
File upload

[ EC PORTAL: ] M18, M36, M48

Data transfer
1
cooT

[‘1

cooT

1
1

FINAL VERSION

1 month before

—
—

v cocrs I

H-’

] + PARTNERS Assessment and approval
1
[ TEMPLATE] [TEMPLATE]
by COOT by COOT

Figure 1. Periodic reports: Technical information workflow
Financialinformation

The periodic financial report must be completed by each beneficiary (and by each AE®) involved in the action, for
each reporting period (RP1, RP2 and RP3 as detailed above). The COOT will launch the process of collecting
financialinformation at the end of M18, M36 and M48, even ifan earlier launch might occur if considered.

To support this process, a Financial Statement (FS) template has beencreated by the COOT for iCOSHELLs partners
and is available in Project SharePoint, under the folder named “General templates”.

Financial statement is aimed at collecting from all partners’ the costs incurred in the period. Costs declared must
i) meet the eligibility criteria set out in the Article 6 of the GA, ii) correspond to the eligible cost categories defined
in the Data sheet (point 3) of the GA, and iii) be set out in the Annex 2 (estimated budget for the action) of the GA.
Costs not foreseen might be reported and claimed but they will have to be duly explained if we expect that the EC
would accept them.

The timely compliance by all the Consortium with the internal procedures for the Financial reporting is of
primary importance. Without the timely delivery of the FS template and the submission of those costs into the FTP

3 Beneficiaries will be responsible for submitting the financial statements of their affiliated entities (if any).
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by a partner, the Project Coordinator might submit the Periodic Report without the costs from such partner. This
will imply that no costs would be reported by the partner for that period and, therefore, it would not benefit from the
corresponding further payment fromthe EC.

The workflow that shall be followed for the submission of the financial report is explained next:

The COOT shall share a FStemplate for each RP with the Consortium partners to gather inputs.

2. All beneficiaries shall complete the FS template and send it to the COOT within the requested internal
timeline (normally 30 days before the date to submit the periodic report through the FTP).

3. The COOT will review if the FS template is correctly filled in and if there are costs not foreseen in Annex 2
or deviations incurred. In that case, the COOT will request for the required justification to the beneficiary.

4. Once the final version of the FS template is agreed, each beneficiary shall fill in the FS on the FTP* and
inform the COOT once done at least 7 days before the deadline to submit the periodic report.

5. The COOTwillreview and confirmthatthe FSintroduced is aligned with the finalversion of the FStemplate.

6. The individual FS of each beneficiary shall then be signed electronically by the corresponding Project
Financial Signatories (PFSIGN) appointed by each organisation (see further instructions inthe Annex 2), at
least 3 days before the deadline to submit the periodic report.

The financial information workflow is represented below:

FINANCIAL

Deadlines
EC PORTAL:
| Submitby PC | M18, M36, M48
1
(' EC PORTAL:
Sign by partner’s 3 days before
4 PFSIGN y
L CcooT
EC PORTAL: p 7 days before
Data fill out P - atignment with
Financial statement
1
Chiimss g coor
t - Check quality and
deviations from GA
TEMPLATE 2 months before
by COOT I

Figure 2. Periodic report: Financialinformation workflow

4 All persons with the following roles within one organisation have access to complete the Financial Statementon the F&T portal:
Participant Contacts: PaCo; Coordinator Contact: CoCo
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Continuous reporting

The beneficiaries must continuously report on the progress of the action (e.g. deliverables, milestones, risks, etc),
in the FTP through the Continuous Reporting module and in accordance with the timing and conditions it sets out
(as agreed with the granting authority). The COOT will be responsible for completing the continuous reporting via
the FTP.

This module makes available the electronic submission of Deliverables and Periodic Reporting information (part A)
that can be entered optionally at any time during the life of the project such as:

e Projectsummary

o Researchers involved in the project

e Submit deliverables

e Report progress in achieving milestones

e Follow up criticalrisks

e Publications

e Dissemination and Communication activities
e Intellectual Property Rights (IPR)

e Financial Support to Third Parties (FSTP)

e Impact and Impact continuation

Deliverables

The list of 63 deliverables of the iCOSHELLs project is detailed in pages 103-108 of the GA. Additionally, this list,
including the entities responsible for the revision of each deliverable, is available in the project SharePoint (folder
“Deliverables Track and Matrix” — Deliverables track.xlsx).

All deliverables have to be submitted electronically to the Commission through the Continuous Reporting module
in the FTP within the deadlines defined. The Project Coordinator will be the person responsible for uploading and
submitting the final version of the deliverable in FTP.

In case of delay, the WP Leader will communicate to the Project Coordinator the situation and along with the lead
partner in charge of the deliverable, they will analyse how to address the problem and they will define a new date
for submission of the deliverable as soon as possible. If this happens, the Project Coordinator will be in charge of
informing the EC Project Officer as soon as possible.

For preparing deliverables, a specific template has been provided by the Dissemination and Communication WP
Leader, Greenovate (G!E), which is available within SharePoint: “General Templates” folder. Deliverable of type
DEC (websites, patent fillings, prototype), DATA (data sets, microdata, etc.), and OTHER should be complemented
with a written document using deliverable template.

1. Notification: The lead beneficiary of a deliverable must notify the designated reviewers and the Work
Package (WP) Leader at least 60 days before the submission deadline, informing them of the upcoming
deliverable review process.
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First Submission: The lead beneficiary must submit the initial version of the deliverable to the reviewers
and the WP Leader no later than 21 days before the official submission date to the European
Commission.

Initial Review & Feedback: Reviewers will provide feedback and comments within 5 working days. The lead
beneficiary must address and implement the suggested revisions within 2 working days.

Second Submission: The lead beneficiary will send the revised deliverable to the reviewers at least 9
working days before the official submission deadline for final review.

Final Approval & Submission Preparation: The lead beneficiary must incorporate the final revisions and
submit the completed deliverable to the Project Coordinator and WP Leader at least 4 working days
before the deadline.

Final Quality Check & Upload: The Coordination Team (COOT) will perform a final quality check and upload
the deliverable to the Funding & Tenders Portal (F&T Portal) at least 2 working days before the official
deadline.

Submission

deadline

EC PORTAL: 2 working days
File submission before

1

COOT

- Final quality check

4 working days
before

[ Deliverable | (\ [ ] 9 working days
| leader )X [ REVIEWERS before
- Send revised draft - Final Review

t - Check & Send draft
[ Deliverable | <O ( )
L leader ) \} REVIEWERS 21 days before
- Complete & Send draft - Initial Review

t - Check & Send draft

[ Deliverable leader notifies WP leader & Reviewers ]

60 days before

Figure 3. Deliverables review process

This section proposes a scheme for numbering the deliverables:

a) Deliverables under development: Deliverables will have the following notation: DX.Y- Name of the

deliverable_vN.P_revPARTNER

D stands for the word deliverable.
X.Y is a number representing the Work Package which the deliverable is linked to (X) and the deliverable (Y)
within the Work Package itis linked to (as per the GA or latest Amendment)
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e The title of the deliverable must follow the one included in the GA or latest Amendment.
e _vstands forthe word version
o Nisthe major revision (starting at 0).
o P minor version reflects the progress during the Deliverable preparation phase (e.g. between
telcos).
e _revPARTNER will be included indicating which partner’s revision or contribution it is, on top of the version
being revised.

For the integration of the partner inputs the word changes-tracking mode shall always be used.

b) Final deliverable: a revision numbering shall be included within the final document (DX.Y- Name of the

deliverable_vN).

Deliverable files shared among the consortium shall be in Microsoft Office formats: doc, docx, xls, xlsx, ppt, pptx.
Official documents tothe EC shall be in PDF format.

Internal reporting

The interim reporting is an internal procedure of the consortium to ensure the correct progress of the project tasks.
In addition to the information recorded in the minutes of the PTC meetings about the progress status of all WP and
LL, the iCOSHELLs consortium will detail all the activities carried out in a concise six-monthly progress report. This
internalreporting will consist of:

e Internaltechnicalreporting: progress of the tasks will be reported indicating terms of percentage of completion

and estimated time to completion, deviations from agreed time scales and corrective actions, etc. With this
information, WP Leaders will summarise the progress of each WP and will send it to the Project Coordinator to
update planning charts and manpower records.

e Internalfinancialreporting: the financial statementis aimed at collecting from all partners costs incurred inthe

period and the explanation of the use of the resources required by the Commissionin the periodic report. Costs
shall be detailed at WP level. The Project Coordinator will review that costs declared are set out in Annex 2
(estimated budget for the action). Costs not foreseen might be reported and claimed but they will have to be
duly explained. Significant deviations against the financial plan will be reviewed and also reported to the Project
Officer to clarify ifan amendment process is required (see section 8).

Templates for the internal technical and financial reporting will be prepared by the COOT and be shared with the
consortium through the SharePoint repository (“General Templates” folder).

Table 4 summarises the periodicity of the internal reporting considering that the last 6 months of each RP will be
covered by the preparation of the periodic reports. Both technical and financialinformation shall be sent one month
later, however, as it is an internal process, these dates will be flexible.
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Table 4. Calendarinternal reporting

M1 - M6: September 2024 — February 2025
M7 —M12: March 2025 - August 2025

M19 - M24: March 2026 — August 2026

M25 - M30: September 2026 — February 2027

M37 —M42: September 2027 - February 2028
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5. Document management

Repository

A SharePoint repository has been set up foriCOSHELLs to effectively handle the documentation of the project. This

tool is aimed at working on collaborative documents and sharing final documents of common interest within the

Consortium. ZABALA is in charge of granting access permissions to whoever needs them. If one person needs
access tothe system, he/she should send an e-mailto the COOT (see details of the Zabala’s personnelinthe excel

“00_iCOSHELLSs contacts”).

The iCOSHELLs repository will be updated according to the needs of the project by creating new folders or

subfolders. The idea is to have a full repository of working documents, final documents, legal documents,

templates, and any ready-to-use documentation generated by the project members.

Each WP Leader is responsible for the contents of each WP folder. The main recommendation is to create

collaborative documents within each folder to foster collaborative work.

Documentos

Figure 4. Documentation structure of the iCOSHELLs’ SharePoint repository
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Language

According tothe Grant Agreement, any report and deliverable shall be in English.
Minutes of project meetings, project deliverables and progress or periodic reports must be prepared in English.

Project templates

It is compulsoryto use the templates available for allthe documentation generated within iCOSHELLs project. The
project templates will be prepared by G!E (technical documents) and ZABALA (financial documents). All the
reporting templates designed by G!E meet the communication, dissemination and visibility criteria defined in the
article 17 of the GA (European flag, funding statement and other requirements).

The project templates, available on SharePoint in the “General Templates” folder at the moment of preparing this
deliverable are:

e iCOSHELLs-presentation_Final

e iCOSHELLs-Word_Final

e iCOSHELLs-Word_Final_with Executive Summary details
e iCOSHELLs_Financial Statement RP1 Template

These templates will be updated according to the needs of the project; therefore, it is recommended to download
the last version available in the SharePoint. In addition, new templates might be created in accordance with the
partners’ needs.

Record-keeping obligations

As stated in the GA Article 20.1, the beneficiaries must, for 5 years after the final payment, keep records and
other supportingdocuments to prove the properimplementation of the project in line withthe accepted standards
in the respective field (if any). This is because the EC may, during the project or afterwards, check the proper
implementation of the action and compliance with the obligations under the GA, including assessing costs and
contributions, deliverables and reports (article 25.1 GA).

The beneficiaries must, for the same period, keep the following to justify the amounts declared:

e for actual costs (e.g. A1.-A.3 Personnel costs, B. Subcontracting, C. Other goods, works and
services...): adequate records and supporting documents to prove the costs declared (such as contracts,
subcontracts, invoices and accounting records); in addition, the beneficiaries’ usual accounting and
internalcontrolprocedures mustenable directreconciliation between the amounts declared, the amounts
recorded in their accounts and the amounts stated in the supporting documents.

e for the following simplified costs and contributions: the beneficiaries do not need to keep specific
records on the actual costs incurred, but must keep:

o for unit costs and contributions (e.g. A.4 SME owners or natural person costs): adequate records
and supporting documents to prove the number of units declared;
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o forfinancing not linked to costs (ifany): adequate records and supporting documents to prove the
achievement of the results or the fulfilment of the conditions as described in Annex 1 of the GA.

e forunit, flat-rate and lump sum costs and contributions according to usual costaccounting practices
(if any): the beneficiaries must keep any adequate records and supporting documents to prove that their
cost accounting practices have been applied in a consistent manner, based on objective criteria,
regardless of the source of funding, and that they comply with the eligibility conditions set out in Articles
6.7 and 6.2 of the GA.

Moreover, the following is needed for specific budget categories:

e forpersonnel costs: time worked for the beneficiary under the action must be supported by declarations
signed monthly by the person and their supervisor, unless another reliable time-record system is in place;

the granting authority may accept alternative evidence supporting the time worked for the action declared,
if it considers that it offers an adequate level of assurance.

Table 5is a non-exhaustive list of supporting documents that might be requested inthe context of checks, reviews,
audits or investigations by the EC.

Table 5: Non-exhaustive list of supporting costs documents.

Supporting costs documentation

B. Personnel Costs o Employment contracts (or equivalent appointing act)
e Payrolls and payments
e Payments to social security contributions, taxes and other costs linked to

remuneration
e Time declarations
C. Subcontracting e [nvoices

e Proof of payment

e Internal rules for the choice of suppliers and evidence of the completion of these
procedures (tenders, offers, framework contracts)

D. Purchase 1343 e Invoices
(en BB eV s o Proof of payment
Equipment, < o Incase of depreciated equipment: internal rules of depreciation and copy of the
Other goods, depreciation accounts
works “LLH e [nternal rules for the choice of suppliers and evidence of the completion of these
services) procedures (tenders, offers, framework contracts)

Other documents o Distribution of payments among partners

e Salient extracts and reconciliations of costs claimed to underlying accounting
records/general ledger

o Copies of any auditor certification statements issued with a claim for cost
reimbursement

The records and supporting documents must be made available upon request (see Article 19) or in the context of
checks, reviews, audits or investigations (see Article 25).

The beneficiaries must keep the original documents. Digital and digitalised documents are considered originals if
they are authorised by the applicable national law. The granting authority may accept non-original documents if
they offer a comparable level of assurance.
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6. Risk Management Plan (RMP)

The RMP includes the development of risk mitigation strategies and the application of contingency planning
throughout the whole project to complete project and WP objectives on time and on budget

The iCOSHELLs GA, inthe DoA, identifies a list of criticalrisks that willbe monitored during project implementation.
Moreover, any other non-foreseen internal or external risk that might affect the Project progress towards its
objectives will be listed and the corresponding contingency plans will be defined to carry out mitigation actions as
early as possible. Atemplate for the risk monitoring will be created and made available in the “General templates”
folder of the project SharePoint.

Each Partner has the responsibility to report immediately to their respective WP Leader and to the Project
Coordinator any risky situation that may arise and potentially affect the Project objectives or their successful
completion. The PC has the role of informing the GenA about the identified risks, monitoring the implementation of
the countermeasures, and assessing the results/ outcomes. The GenA has the decisive role on which
countermeasures should be applied, by whom and when.

In case of problems or delays, the WP Leader will be consulted, and he/she may establish task forces to take the
necessary/corrective actions. In case no resolution is reached, General Assembly will be consulted and will
establish mitigation plans to reduce the impact of risk occurring.
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7. Quality - Agility — Resilience Plan
(QARP)

Quality Assurance activities have to be implemented throughout the entire project by the entire Consortium. This
means that every project partner shallreview his own results before transmitting them to someone else. The Quality
— Agility — Resilience Plan (QARP) will ensure the delivery of the results in high quality standard and on time.

In order to have the best quality in the reports and deliverables to be prepared, the inputs to the report and
deliverables have to be original (whenever possible), not extracted or copied from other sources of information.
Nevertheless, information taken from other sources could be valid and valuable for some deliverables, butinthese
cases, it is necessary to explicitly refer to the source from which the information has been taken.

Each deliverable is associated with one or more tasks of the project and, therefore, has one or more contributors.
Considering the complementarity of the information used and produced with each deliverable, WP Leaders, in
collaboration with task leaders, have created a matrix to summarise the inputs and outputs that should be
considered for each deliverable (excel file available in the project SharePoint - folder “Deliverables Track and
Matrix”).

Regarding the role of the lead beneficiary of a deliverable, it is important to take into account that its responsibility
goes beyond to a simple coordination of the process and/or gathering inputs from other participants in the task. In
this sense, the responsible of each deliverable is expected to be very active in contributing to the deliverable as well
as in giving the necessary coherence for a good quality level.

All deliverables will be reviewed by at least one project partner possessing sufficient competencies to analyse the
consistency and completeness of the deliverable against the expected content, and not involved in deliverable
preparation. The reviewers are listed in the file Deliverables track.xlsx available in the project SharePoint (folder
“Deliverables Track and Matrix”).

During the deliverable review process, the responsible partner will be reviewing the deliverables based on the
following aspects as summarized in the Review Template (Annex 3):

e Completeness:
o isitaccordingto the original proposal?
o doesitcontain all required chapters?
e Correctness:
o doesitcontain correct information?
o language check.
o lay-out/template check.
e Consistency:

e arethe chapters consistent with each other?
e jsitconsistent with other deliverables?

e isitaccordingto the requirements of other WP's?
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The document attached in Annex 3 has been prepared as a guide forthe deliverables review process. This document
must be completed and sent to the lead of the deliverable and to the COOT.
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8. Project changes: Amendments

The basic principle of the project is to carry out the tasks and activities within the time scheduled and resources
foreseen as described inthe Annex | (DoA) to the Grant Agreement or latest Amendmentin force.

Any changes in the status of a beneficiary shall be communicated to the Project Coordinator as soon as possible.
The Project Coordinator shall resolve queries and advise the beneficiaries. If required, the Project Coordinator will
contact the EC Project Officer responsible and request clarifications and procedures to be followed.

Small changes during the implementation of the activities and/or the plan defined in the DoA shall be understood
as normalin a research and innovation project. However, these minor deviations shall be identified and explained
in the description of the activities of the corresponding periodic report and corrective measures that were
implemented (if any).

Significant project changes and deviations from the work planned must be dealt with in writing. The participant
involved or WP Leader proposing the change should forward a written communication to the Project Coordinator,
and potentially to the Consortium, explaining the reason behind the proposed changes and direct consequencesin
terms of budget, work programme, etc.

As ageneralrule, anamendment to the Grant Agreement (GA) is necessary whenever the GA or its annexes shall be
modified. In some cases, the GA gives the parties the possibility to carry out certain modifications without an
amendment to the GA. Finally, there are cases where the need for an amendment must be assessed carefully. In
general, GA may be amended, unless the amendment entails significant changes to the GA which would call into
questionthe decision awarding the grant or breach the principle of equaltreatment of applicants.

Further information about amendments can be found in the project GA (article 39) and CA (sections 3.3, 4.3 and
6.3).

Changes which require an amendment

A non-exhaustive list of situations that require anamendment is detailed:

e Changes of the partnership (addition or termination of beneficiaries, affiliated entities or associated partners,
change of coordinator, etc.).

e Change ofthe coordinator’s bank account payments.

e Changes of the starting date or project duration.

e Changes of reporting periods.

e ChangestoAnnex1 (significant change ofthe project tasks or of their division among the beneficiaries, changes
in substance of project outputs, etc.)

e Changes to Annex 2 (estimated budget):

o Abudget transfer between beneficiaries or between budget categories (or both) which is linked to
a significant change in the action’s work (i.e. Annex 1).
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o A budget transfer to a form of costs that was not used by the beneficiary (i.e. with 0 EUR costs in
Annex 2) — except for transfer of amounts to budget categories which are based on unit costs or
unit contributions calculated using the usual cost accounting practices of the beneficiary (e.g.
budget category D.2 Internalinvoices).

Changes concerning eligible in-kind contributions provided by third parties free of charge
Addition of amounts for subcontracts not provided for in Annex 1 either require an amendment or
simplified approval.

For some cases and types of cost indicated, the Grant Agreement provides for simplified approval procedures,
meaning that beneficiaries can ask for an ex-post approval by the granting authority to accept costs which have
been incurred, but were not planned in the estimated budget. For such simplified approval, the beneficiary must
declare the costs in question in the next periodic report and flag and justify them. Simplified approval is however at
the full discretion of the granting authority. This means that the beneficiaries bear the risk that the costs might not
be approved atinterim or final payment-stage later on.

Changes which do not require an amendment

e For certain budget transfers: according to the Budget flexibility clause of the GA (article 5.5), the budget
breakdown may be adjusted, without an amendment, by transfers (between participants and budget
categories), as long as this does not imply any substantive or important change to the description of the action
in Annex 1.

e Ifthe name or address of a beneficiary, linked third party or coordinator changes

e Ifauniversaltakeoverresults in a change of beneficiary

e Ifthereis achangein the name of the bank or the address of the branch where the coordinator has an account,
or in the name of the account holder

Amendment request procedure

Ifanamendment tothe GAis necessary, the Project Coordinator will request the amendment process to the Project
Officer on behalf of the Consortium. The Amendment can be prepared by the consortium participants together, but
only Project Coordinator can launch, sign, and submit them. Also, the EC can propose amendments, but for
practical reasons participants are often asked to initiate the procedure.

The request must be unambiguous and complete and submitted intime (i.e. sufficiently in advance to allow proper
analysis and preparation before they are due to take effect and, generally, before the end of the action). Requests
introduced after the end of the action will be accepted only exceptionally, for very specific (duly substantiated)
cases (e.g. change of bank account, change of coordinator to make the payment of the balance). The Project
Coordinator must ensure that it has the agreement of the consortium (in accordance with the internal decision-
making processes, e.g. unanimity, simple or qualified majority, etc. as set out in the Consortium Agreement).
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The general steps involved in requesting an amendment, using the Participant Portal's Grant Management Service,
are:

The Project Coordinator launches the amendment request.
Amend the relevant data inthe grant agreement

Give reasons for (justify) the amendment

Upload supporting documents

Make sure the necessary validations are completed (e.g. validation of a new legal entity or bank account)
Submit the amendment request.

@ ok wn =

Further details and screenshots of this procedure can be found in the Online Manual of the FTP (link) under the
module “Amendments”.
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9. Other management procedures

Dissemination & Communication strategy

The iCOSHELLs dissemination and communication (D&C) strategy will be developed inthe WP7 “Communication,
Dissemination Networking and Capacity building” with the elaboration of the deliverable 7.1 “Communication,
Dissemination & Exploitation Plan (CDEP) and its updates (D7.2 — D7.4). These documents will describe the D&C
objectives, target audiences, key messages, the action plan, and social media strategy, among others.

Additionally, the Project GA, in the article 17, establishes some beneficiaries obligations regarding the promotion
of the project results:

e Communication activities of the beneficiaries related to the action (including media relations, conferences,
seminars, information material, such as brochures, leaflets, posters, presentations, etc., in electronic form,
via traditional or social media, etc.), dissemination activities and any infrastructure, equipment, vehicles,
supplies or major result funded by the grant must acknowledge EU support and display the European flag
(emblem) and funding statement (translated into local languages, where appropriate):

Funded by
the European Union

Figure 5. How to display the EU emblem and funding statement

e Any communication or dissemination activity must indicate the following disclaimer (translated into local
languages where appropriate):

“Funded by the European Union. Views and opinions expressed are however those of the author(s) only and do not
necessarily reflect those of the European Union or [name of the granting authority]. Neither the European Union nor
the granting authority can be held responsible for them.”

Specific communication, dissemination and visibility rules are set out in Annex 5 of the project GA. Moreover,
further information about howto communicate about EU funded projects can be found in this linkto the EC website.

Ethical compliance & Data management

Articles 13, 14 and 15 and Annex 5 of the project GA state beneficiaries’ obligations in relation to Ethics and Data
protection, respectively. Sections 4.5 and 10 of the iCOSHELLs CA include also references to both issues.
Additionally, the consortium will work on specific deliverables covering these topics:

e D8.2 Data Management Plan and its updates D8.3 - D8.4
e DB8.5ICOSHELLs Ethical guidelines and Gender Action Plan
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e D9.2 OEl-AI-POPD - EPQ -H and its update D9.3 - D9.5°

IPR & Exploitation of results

Exploitation, accessrights, and ownership details are defined in the article 16 of the project GA as wellas in sections
8 and 9 of the project CA. Moreover, the exploitation of the project results will be covered in the following
deliverables:

e D7.1 Communication, Dissemination & Exploitation Plan (CDEP) and its updates D7.2 -D7.4
e Db5.6 Exploitation Strategy and business plans

5 OEl: Organizational Ethics and Integrity - Al: Artificial Intelligence - POPD: Protection of Personal Data - EPQ: Ethical Project Quality - H: Human
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10. Annhexes

Annex 1. Funding & Tenders Portal roles

Main roles and access rights

e The Primary Coordinator Contact (PCoCo) is for each project the main contact between the consortium and
the EU for a particular project/contract. By default, it is the person that creates the application in the Portal.
The PCoCo can nominate/revoke a Coordinator Contact (CoCo) for the project/contract (unlimited number
possible), who will then have the same rights — except the right to revoke the PCoCo.

e Participant Contacts (PaCo) is a representative of an organisation in the consortium that is not the
coordinating organisation.

e Task Managers (TaMa) can perform some restricted actions: creating, updating and uploading documents
about their organisation's participation and completing, modifying or deleting project/contract information. An
organisation can have an unlimited number of TaMas per project. They cannot nominate or revoke anybody, nor
submit information to the Coordinator or EU.

e Team Members (TeMe) have limited access rights: search and read-only functions.

e The Project Financial Signatory (PFSIGN) The PFSIGN has the right to sign cost claims/invoices on behalf of
the organisation. The LEAR (or Account Administrators) must first appoint FSIGNs; the Coordinator and each
participant (PCoCo/CoCos/PaCos) can then assign PFSIGNs for a given projectto act as legal signatory for the
participant in the project. An organisation can have an unlimited number of PFSIGNs per project. They have the
same rights as CoCos/PaCos for project/contract information. They cannot assign/revoke any roles.

o The Project Legal Signatory (PLSIGN). The PLSIGN has the right to sign the grant/contract (and amendments)
for a specific project on behalf of the organisation. The LEAR (or Account Administrators) must first appoint
LSIGNs; the Coordinator and each participant (PCoCo/CoCos/PaCos) can then assign PLSIGNs for a given
projectto act as legalsignatoryforthe participant in the project. An organisation can have an unlimited number
PLSIGNs per project. They have the same rights as CoCos/PaCos for project/contract information. They cannot

assign/revoke anyroles.
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Figure 6. Funding & Tenders Portalroles

Roles appointed by each beneficiary can be checked via the FTP under “My Projects” choosing the option “Manage

Consortium”.

Except for the Primary Coordinator Contact (PCoCo) and the LEAR, every role must be modified by the Participants.

Each user can be nominated or revoked by another user, as follows:

The Primary Coordinator Contact can nominate/revoke Coordinator Contacts, Task Managers and Team
Members of the coordinating entity, Participant Contacts of other participating organisations, and assign
LSIGNs and FSIGNs to a project.

Coordinator Contacts can nominate/revoke other Coordinator Contacts, Task Managers and Team Members
of the coordinating entity, and assign LSIGNs and FSIGNs to a project.

Participant Contacts can nominate/revoke other Participant Contacts, Task Managers and Team Members of
their own entity, and assign LSIGNs and FSIGNs to a project.

The Legal Entity Appointed Representative (LEAR) can nominate Account Administrators, LSIGNs and FSIGNs
for his/her own entity.

Account Administrators can nominate LSIGNs and FSIGNs for his/her own entity.
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Annex 2. Instructions for the electronic signature of
financial statements

All beneficiaries shall appoint a Project Financial Signatory (PFSIGN) in order to submit a Financial Statement and
the request for reimbursement to the Commission. To know the person(s) with this role in each beneficiary, in the
FTP, go to My Projects —iCOSHELLs — Manage Consortium and the consult roles of each beneficiary.

1. The PFSIGN shalllog in the Participant Portal with your ECAS account.

2. Onceyouare logged in, please goto “My project” tab and click “Manage project” button of iCOSHELLs.

3. The PFSIGN will have in the beneficiary “s Financial Statement the option “Sign and Submit” Available.
Please checkthat everything is correct and click “Sign and Submit”.

4. The toolwill ask you to enter againthe PFSIGN “s ECAS password in order to sign electronically.

Once the PFSIGN introduces his/her password and clicks “SIGN” the process will be completed and the Financial
Statement signed electronically.

Further details and screenshots of this procedure can be found in the Online Manual of the FTP (link) under the
module “Reports & payment requests”.
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https://webgate.ec.europa.eu/funding-tenders-opportunities/display/OM/Online+Manual
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Annex 3. Deliverable review template
Deliverable details

Deliverable number and
Title

Work package

Work package Leader
Deliverable type
Dissemination level

Reviewer (Beneficiary
acronym + Reviewer name)

Deliverable review

Please rate using the following scores: 1 =inadequate; 2 = poor; 3 =acceptable; 4 =good; 5= excellent. If any of the
items are rated 2 or below, then the deliverable cannot be accepted as itis and requires revision.

Score

Are the aims and methods clearly explained?
Is the methodology appropriate?

Is the content presented in an appropriate and comprehensible manner (structure, presentation
and language)?

Is the content correct, complete and does it fulfil its objectives?

Overall Quality Evaluation

Please provide any specific comments on the report. If any of the above items israted 2 or below, please state
why.
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Overall assessment

The reviewer recommends that the deliverable can be submitted as it is, with no modifications
required

The reviewer recommends that the deliverable can be submitted, with minor modifications as
detailed above

The reviewer recommends that the deliverable cannot be submitted in this current version, but
requires significant modifications as detailed above

Final remarks

Any final remarks (where applicable)

www.icoshells.eu

Yes/No
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