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Executive Summary
This report forms INNOWAG project Deliverable 7.1, describing the project management and
quality plan within the INNOWAG project and provides information on the tools to be used. It has
been created as a support to the consortium with the main goal to facilitate the collaboration
between partners and ensure that European Commission (EC) and Shift2Rail (S2R) requirements
are respected. In this sense, this document complements all other important documents such as
the EC Grant Agreement, its Annexes and the various EC guidelines, which, in case of conflict or
uncertainty, supersede this document.
After introducing the INNOWAG project and the objectives of this Deliverable, this document
presents in its Section 2 different guidelines and procedures to assist proficient project
management, including; the project management structure, communication and dissemination
means, project planning and reporting, production of deliverables and completion of milestones.
This section also presents the risk register of the project, as it was initially developed in order to
be further continuously updated. In addition to the internal procedures concerning the
management of INNOWAG consortium, the document outlines the main principles and the
framework of the collaboration with the complementary project FR8RAIL.
Clear communication channels are to be maintained using a ‘cascade’ process, such that the
Project Coordinator, UNEW, is the only official interface to the EC and S2R, communication
between partners is encouraged across all WPs and Tasks, and communication with any Linked
Third Parties will be through their respective ‘host’ partner.
The next Section 3 details the INNOWAG Quality Plan elements, including guidelines for the
organisation of meetings, partners’ reporting, deliverable quality, templates and format of
documents and communications.
The INNOWAG project will use two main means of reporting – interim reporting and the formal
Periodic Reporting. Additionally, continuous reporting in the form of Deliverables and Milestones
completion will be undertaken. All project partners have reporting responsibilities to assist the
Project Coordinator fulfil project reporting requirements, and will be supported by the Project
Coordinator in doing so.
Similarly, all project partners have responsibility for delivering project activities, in turn lead to
production of formal Deliverables. A review process is in place to support the quality assurance
of the deliverable reports being produced, including the use of a template document.
Progress of INNOWAG against expected delivery will be monitored and managed by the Project
Coordinator, using traditional project management tools including Gantt chart review of tasks to
be delivered, deliverables produced, milestones achieved and project results obtained.
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1. INTRODUCTION
The scope of Work Package 7 (WP7) is to ensure the administrative and scientific management
of the project, including financial, strategic and quality management, and establish the
management infrastructure. The aim is to ensure the smooth project implementation according
to plan, in part by setting up project specific management tools and procedures to ensure proper
and accurate reporting and accounting to the EC.
WP7 specific objectives:





To manage and control the project resources (personnel, finance, equipment, etc.);
To monitor and control the financial, administrative procedures and quality management
of the project;
To direct and coordinate communication between the Consortium and the S2R JU;
To check the consistency between the project results and the strategic objectives of the
partners at the level of the Steering Group (SG).

This deliverable report sets out the guidelines for the overall management of the INNOWAG
project to enable the coordinator and project manager to maintain control of the progress of the
project. The document describes the work in WP7 Project Coordination and Management, which
is structured in two distinctive tasks:



Task 7.1 Overall project coordination and governance
Task 7.2 Project Management

It details the project management procedures that will be adopted by the INNOWAG Project
Coordinator in delivery of the project.
The overall aim of the project management is to ensure successful execution of the project to
meet its objectives. To achieve this, the project manager and the partners will undertake all the
necessary management and supporting actions to ensure high quality of its outcomes within the
predefined time schedule and budget of the project. INNOWAG project management explicitly
aims at ensuring:







Monitoring of the progress of the project activities and correlate it with the budget
consumption;
Organisation of steering committee or consortium meetings, chairing of the meetings and
providing the respective documentation (agenda, minutes);
Submitting of project deliverables to the EC to the agreed deliverable timetable;
Financial coordination of the project: monitoring the resources of all partners, checking
and submitting cost claims, ensuring effective resource usage, receiving payments from
the EC, obtaining audit certificates, transferring payments to the partners bank accounts,
etc.;
Preparation and submitting of project management reports (based on the guidelines to be
provided by the EC), including:
o Periodic Reporting (for activity M1 - M18)
o Final report (for total project activity M19 – M30)
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2. PROJECT MANAGEMENT AND PROCEDURES
The INNOWAG project is coordinated by UNEW. The consortium consists of eleven partners
from eight different countries (United Kingdom [UNEW and PER]; Netherlands [INE]; Germany
[HVLE and TUB]; Belgium [NEWO and UNIFE]; Romania [UVA]; and Czech Republic [VUZ]). The
composition is broken down as follows:
 Two major manufacturers: UVA (vehicle manufacturer and repairs), and LRS (wheelsets
manufacturer) which will make available information and data, contribute to the research
activities and support the practical testing activities;
 A major railway undertaking: HVLE (which is also wagon owner and ECM), which will
provide expertise and data and will support the validation of concepts in operational TRL 5
environment;
 A major industry partner specialised in testing, certification and homologation of rolling
stock: VUZ, which will provide expertise on all the work streams, and will have a major
contribution to testing activities;
 Two SMEs: PER and INE, which are highly specialised in state-of the art monitoring and
powering technologies and communication solutions; they will have a major contribution to
the development of INNOWAG innovations;
 Three universities: UNEW, TUB and POLIM, which will provide the necessary theoretical
background in terms of data processing and analysis, modelling and simulation.
 Two professional associations: NEWO and UNIFE, which will be the main contributors
towards an efficient dissemination and exploitation of results.
The INNOWAG Work Plan is divided into 8 Work Packages as detailed below.
Table 1: List of Work Packages
WP
no.

Work Package
Title

Lead Participant

1

Benchmark, Market Drivers and Specifications

UNEW

2

Cargo Condition Monitoring

3

Wagon Design

UNEW

4

Predictive Maintenance

POLIM

5

Integration, Correlation and Exploitation of Results

UNIFE

6

Dissemination

NEWO

7

Project Coordination and Management

UNEW

8

Ethics requirements

UNEW

TUB

WP7 is dedicated to Project Management and the quality control of tasks within the project.
UNEW has appointed a Project manager, Ms Siân Evans, who is responsible for setting up and
managing a coordinating back-office to support the project Coordinator, Dr Cristian Ulianov, and
WP leaders to facilitate the smooth running of the project and its progress. Project Management
is outlined in Task 7.2 and will run throughout the project from M1-M30. The initial tasks have
been to set the project guidelines and goals, ensure the Consortium Agreement (CA) is completed
and distribute the Work Plan to all partners. As the project progresses, the project manager will
keep track of the project’s budget on a regular basis and make sure any critical issues and
conflicts with tasks and time/budget allocation will be dealt with effectively and efficiently and
coordinate resource reallocations as necessary. This will ensure that all milestones are met and
there is efficient and accurate reporting and accounting to the S2R JU.
The project manager’s responsibilities will include the following tasks:
 Update of project progress indicators (Gantt chart, deliverable/milestone status, budget);
 Organisation and documentation of meetings;
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Establishing procedures and templates for reporting;
Document control;
Coordination of reporting to the S2R JU;
Financial management (i.e., budget management, financial monitoring and administration of
payments);
 Acting as a central point of contact for partners’ queries regarding administrative, legal and
financial matters.
The project adopted an efficient and robust management structure to enable the widest range of
input from internal partners and external experts, in order to ensure that the project delivers the
anticipated technical breakthroughs on time and within budget. The actual management structure
is presented in Figure 1.

Figure 1: INNOWAG management structure

The management structure illustrated above is designed to create a smooth flow of information
between each of the actors in the consortium.

2.1 Consortium Agreement (CA)
The INNOWAG CA has been put together with the assistance of the UNEW Research & Contracts
department. It has been circulated, agreed and signed by the project partners and is fully in place
alongside the Grant Agreement (GA).

2.2 Kick-off Meeting
The Kick-of-Meeting (KoM) of the INNOWAG project was held on 15th November 2016 and
templates were designed to be used at the meeting. All documents will be used by partners for
meetings to assist in organising effective and efficient events before during and after the meeting.
Each template has been designed with a consistent format and, where necessary, headings and
instructions for how to complete them. Having consistent templates will:


Ensure all participants know the date and time of the meeting; the full address of the venue
and contact details for at least 2 people in case of any problems when travelling to the
meeting;
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Make sure all participants know the start and end time of meetings and what is to be
expected from the meeting;
Keep a running dialogue of the content of the meeting and record any key issues and
especially any “Actions”, who will be responsible for them and any timescale for
completion;
Keep a record of who attends each meeting by having participants sign when arriving;
Ensure all participants at a meeting present their contribution using a consistent format
for presentations.

2.3 Steering Group (SG)
The Steering Group comprises the project Coordinator, the project Manager, the persons
responsible for the quality assurance and the WP Leaders, and will supervise and guide all the
INNOWAG technical activities.
The SG is responsible for the quality assurance of all scientific/technical deliverables through
reviewing reports to ensure they are of a high quality prior to final submission. The Steering Group
will nominate one or more of its members to be responsible for the quality assurance of the
INNOWAG activities. They will review, assess and ensure that the work and deliverables carried
out are of a high scientific quality in accordance with best practice.
A project office within UNEW will be the secretariat for the INNOWAG Steering Group. The
Steering Group will have meetings alongside Assembly Group meetings and may have interim
meetings by teleconference, as necessary. In case of any significant disagreement within the SG,
a voting system is in place to facilitate agreement. The full role and processes of the SG are
outlined and agreed in the CA.
The SG had its first meeting on 15th November 2016 in combination with the KoM after the main
Assembly Group meeting. The meeting had an agenda and minutes were taken with a list of
Actions. The main points covered in this meeting were:


Agreement on specific key procedures and roles (e.g., quality control);



Discussion of contractual issues, including the collaboration agreement with FR8RAIL;



Discussion on the “Implementation Advisory Board”;



Discussion of, and agreement on further logistic arrangements (meetings, practical
activities, etc.).

2.4 Implementation Advisory Board (AB)
INNOWAG’s Advisory Board will be created in consultation with S2R JU, and, particularly, with
the complementary IP5 project, FR8RAIL. The INNOWAG Advisory Board will be chaired by an
expert to be agreed by the SG and by S2R. The AB will comprise individuals identified as having
an active interest in the development of the INNOWAG results (e.g., representatives of relevant
industry stakeholders, such as Faiveley, MERMEC, Alstom, Bombardier, Waggonbau Niesky,
etc.; of key associations such as UIG Freight Group, ERRAC, etc.; of standardisation and
authority bodies, such as ERA, CEN/ CENELEC, etc.).
The Advisory Board will be invited to meet with the consortium at specific workshops and
meetings, as specified in the exploitation and correlation strategy (WP5, Task 5.3), and will assist
in their implementation from a variety of perspectives. The role of the INNOWAG Advisory Board
is to advise, facilitate and improve the work being developed within the project, as well as to take
the results and disseminate them further within their existing networks. The INNOWAG Advisory
Board will assist the project in achieving its goals and at the same time will support the
dissemination and exploitation of the project results.
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2.5 Management of collaboration with complementary project FR8RAIL
The coordinators of INNOWAG and FR8RAIL started to discuss the collaboration between the
complementary projects since the period of the Grant Agreements’ preparation. Furthermore, the
INNOWAG coordinator was invited to meet the FR8RAIL consortium at their KoM, and the
FR8RAIL coordinator was invited and attended the INNOWAG KoM.
In accordance with the obligations under their respective grant agreements, the consortia of the
complementary projects shall agree between them and sign a Collaboration Agreement (ColA).
The purpose of this Collaboration Agreement is:
(i)
(ii)

to define rights and obligations of the Parties relating to their collaboration under the
relevant S2R call; and
to implement the provisions of the respective Complementary Grant Agreements for
INNOWAG and FR8RAIL concerning amongst other things Access Rights relating to
Results and Background.

The coordinators of the complementary projects identified and discussed the synergies, potential
overlaps and other critical issues related to the collaboration between INNOWAG and FR8RAIL.
A Technical Management Body (TMB) will be established in order to supervise the
implementation of the collaboration. The TMB will be composed of Work Package Leaders and/or
other relevant partners of the INNOWAG and FR8RAIL consortia that may be interested and/or
affected by the collaboration.
The members of the established Technical Management Body will meet, discuss and agree on
key aspects of the collaboration between the complementary projects, which would be integrated
in the original version of the ColA and further amendments.

2.6 Project planning and progress
The progress of the project will be followed using a set of project management tools that will
ensure all deliverables and milestones are met and the project is progressing in a timely fashion.
This includes the Gantt chart, a list of project deliverables with the deadline for submission and
the important Milestones table to ensure that the project is moving along in a timely fashion.
2.6.1

Gantt

The Gantt chart is an invaluable tool in providing a clear overview of the deliverables and
milestones in the project. This chart is used as the basis to create an Excel spreadsheet of the
deliverables and milestones to be used as a management tool to check the upcoming deliverables
to enable the project manager to request a draft of the deliverable not less than one month before
the submission deadline. It will also record when deliverables are submitted and
reasons/justification for any delays. The Gantt chart for the INNOWAG project is shown in Figure
2.
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Figure 2: INNOWAG Gantt chart
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2.6.2

Deliverables and Milestones

The INNOWAG consortium is contractually bound to submit to the EC the 21 deliverables listed
in the Description of Action (DoA) Annex 1, part A, section 1.3.2 WT2 List of Deliverables. Each
deliverable has a reference number, title and leader as indicated in the DoA. The Coordinator,
UNEW, will submit completed Deliverables through the electronic exchange system, unless
Annex 1 of the GA specifies differently. INNOWAG coordinator, UNEW, is also due to report the
completion of the eight milestones listed in Annex 1, part A, section 1.3.4 WT4 List of milestones.
The deliverables and milestones are listed in the tables below.
Table 2 INNOWAG deliverables
WP
no.

Lead
beneficiary

Deliverable Title

D1.1

Benchmark and market drivers
for an integrated intelligent and
lightweight wagon solution

1

UNEW

Report

Public

5

D1.2

Specifications and
requirements for INNOWAG
technologies and solutions

1

TUB

Report

Public

7

D2.1

Overall measurement concept
for cargo condition monitoring
system

2

PER

Report

Public

12

D2.2

Energy concept for cargo
condition monitoring

2

UNEW

Report

Public

19

D2.3

Wireless data communication
concept for cargo condition
monitoring system

2

INE

Report

Public

19

D2.4

Validation of cargo condition
monitoring system

2

TUB

DEM

Confidential

28

D3.1

Freight vehicle lightweight
concept design

3

UVA

Report

Public

22

D3.2

Modelling and analysis of
novel solutions

3

UNEW

Report

Public

26

D3.3

Testing of novel lightweight
solutions

3

VUZ

DEM

Confidential

28

D4.1

Cost-driven and reliability
driven analysis of wagon
condition data

4

LRS

Report

Public

15

D4.2

Models for reliability, real time
health status of the rolling
stock, prognostic analysis, and
economic data

4

POLIM

Report

Public

24

D4.3

Wizard tool for maintenance
policy optimisation

4

POLIM

Report

Public

28

D5.1

Set up an exploitation plan for
the project

5

UNIFE

Report

Public

15

5

VUZ

Report

Public

30

D5.2

Integration of cargo
monitoring and predictive
maintenance solutions on
the lightweight wagon
concept
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D5.3

Exploitation Report

5

UNEW

Report

Public

30

D5.4

Report on the use of the
results by Shift2Rail

5

UNIFE

Report

Public

30

D6.1

Project website

6

UNEW

Website

Public

2

D6.2

Dissemination and
communication plan

6

NEWO

Report

Public

3

D6.3

Dissemination tools

6

NEWO

Website,
patents
filling

Public

30

D7.1

Project management and
quality plan

7

UNEW

Report

Public

2

D8.1

EPQ - Requirement No. 1

8

UNEW

Ethics

Confidential

1

Table 3 INNOWAG Milestones
No.

Milestone title

WP

Lead
Due Date
beneficiary (Month)

Means of verification

WP6,
WP7
WP1,
WP2,
WP3,
WP4
WP5

UNEW

1

General assembly between partners
and invited parties.

UNEW

7

WP1, 2, 3 and 4 will define the
specifications for further innovations.
These would be agreed on within
(D1.2).

UNIFE

13

MS4 Mid-term general
assembly
MS5 Delivery of outcomes
for testing activities

WP6,
WP7
WP2,
WP3

UNEW

16

UNEW

19

MS6 2nd Correlation
workshop with S2R
members

WP5

UNIFE

25

MS7 Completion of testing
activities
MS8 Final project
meeting and
conference

WP2,
WP3
WP6,
WP7

TUB

28

NEWO

30

MS1 Project kick-off
MS2 Specifications of
INNOWAG innovations

MS3 1st Correlation
workshop with S2R
members

Correlation and prioritisation of
technical activities with
complementary projects for S2R
members.
General assembly between
partners and invited parties.
Prototypes, samples, etc. in
relation with INNOWAG solutions
will be finalised and delivered prior
to the start of testing activities
(technologies, materials, designs,
etc.)
Correlation of final technical
activities and discussion of
potential exploitation of results in
further S2R projects.
Delivery and analysis of tests
results (D2.4 and D3.3)
General assembly and final
conference with invited guests.

2.7 Risk Register
The INNOWAG Consortium is aware of a number of risks that could impact on the technical
implementation and project management of the Work Plan. The Consortium will set up a conflicthandling scheme. The general principle will be to try to achieve decisions by informal means and
consensus, using formal procedures such as voting only when essential. Nevertheless, all
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decisions that can have an impact on project progress (whether reached formally or not) will be
documented, for visibility within the Consortium. Precise details of the remit of the various
management bodies, and of voting procedures etc. are carefully defined in the Consortium
Agreement.
The following risks have been identified. Proposed risk mitigation measures will be monitored by
the WP leader and, if appropriate, the WP leader will communicate a strategy to further mitigate
risks to WP task partners.
Table 4: Critical risks for project implementation
Risk
WP
Description of risk
Proposed risk-mitigation measures
no.
no.
1 Failing to develop feasible
WP1, Clear and practical approach towards the design,
conceptual design of the
WP2 based on the technologies’ specifications.
sensor network technologies.
General requirements and specifications will be
Risk level: Low/ medium
set up in WP1; the technical aspects will be
tailored to WP2 needs, accounting for functional
and operative requirements of the sensing
technologies.
2
Failing to implement
WP1, Based on the initial design phase, where functional,
technical
WP2, technical and operative requirements have been
requirements/characteristics WP5 defined and incorporated, the partners
(low-costs, low power
involved in the technology development in WP2
supply, low computational
(INE, PER, TUB, UNEW), each one for their
time) that makes the
expertise and background, will ensure potential
sensing technologies
issues will be investigated and proposed (detailed in
suitable and reliable for the
S2.1)
monitoring application.
Risk level: Low/ medium
3 Failing to ensure
WP1, This risk will be mitigated by building upon the
transferability of
WP2, inputs of WP1 and WP5, where a market analysis
technologies to freight
WP5 will be conducted, and boundaries and restrictions
monitoring applications in
related to current regulation will be investigated.
compliance with technical
WP5 will propose solutions in such cases. The fact
requirements and market
that key partners (UNEW, TUB, etc.) are involved in
needs.
WP1, WP2 and WP5 will ensure to minimise the
Risk level: Low/medium
risk. Also the fact that the system will be
autonomous and independent excludes the risks
associated with requiring integration with existing
railway systems.
4
Failing to ensure that the
WP1, This risk will be mitigated by building upon the inputs
cargo condition monitoring,
WP2, of WP1 and WP5, where a market analysis will be
tracing and tacking,
WP5 conducted, to make sure that the system enables the
capabilities and services
services and capabilities which the market demands.
enabled by the system meet
The fact that HVLE are partners will ensure that the
the requirements of
risk is minimised through their experience of
potential customers.
providing rail freight services and of customers’
Risk level: Low
requirements.
5
Failure to achieve the
WP3 This risk will be minimised by the involvement of
selection of materials for
partners with extensive experience in material
lightweighting and
selection and lightweight design for rail vehicles
lightweight modular design.
(UNEW, VUZ, TUB) and have proven to be capable
Risk level: Low
of carrying out the necessary analysis and
optimisation to achieve lightweight vehicle
structures and components.
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6

Failure of the lightweight
structures and joints
between novel materials to
meet the required fatigue
properties.
Risk level: Medium

7

Failing to gather a sufficient WP4
amount of historical data for
wagon maintenance.
Risk level: Low/ medium

8

Failing to develop or validate WP4
predictive failure models for
some relevant damage
modes of components.
Risk level: Low/ medium

9

The predictive maintenance WP4,
strategy developed does not WP5
allow the achievement of the
expected benefits.
Risk level: Low/ medium

10

The project is reliant upon
particular individuals. The
loss of one or more could
have impact upon smooth
continuation of project
activity.
Risk level: Medium/ High
The project outcomes are
not taken up and utilised by
S2R and the wider rail
community.
Risk level: Medium

WP1,
WP2,
WP3,
WP4,
WP5,
WP6,
WP7
WP2,
WP3,
WP4,
WP5,
WP6

Difficulty to harmonise the
approach with the
complementary S2R
projects for members.
Risk level: Low

WP5,
WP6,
WP7

11

12

WP3

This risk will be minimised by the involvement of
partners (UNEW, VUZ) with extensive experience in
optimising rail vehicle structures and components to
achieve lightweight designs and testing those
structures. It should also be taken into
consideration that if a structure or component fails
to meet the requirements during testing, then this
result will still be valuable as it provides a data point
to establish what the limits of development are and
that can be used to refine the models.
A rail operator (HVLE) and two ECMs (HVLE and
UVA) are involved in the project, so the risk is
inherently mitigated. Historical data will also be
gathered from other partners in the project,
particularly (but not only) LRS.
The management of WP4 will pay special attention
to the definition of clear inputs from the data
gathering and analysis phase (particularly in terms
of the components’ failure modes). This will
include collection of monitoring records of previous
failures which the models can be tested on.
Different partners from the Industry and Academia
will pool their competencies to make sure that
suitable models are defined and validated.
Continuous monitoring of activities and intermediate
achievements in WP4 will ensure that the
developed strategy is as efficient as possible. The
definition of the predictive maintenance strategy will
be supported by continuous reference to existing
standards (e.g. ISO-13374).
The ECMs will be strongly involved in the evaluation
and validation of results and in the overall process
of definition of the PM approach, to ensure that
actual industry needs are satisfied.
Each Partner organisation involved in INNOWAG
has a ‘second in command’ staff involved, so in the
event of a loss of prime staff member, the project
can continue with minimal disruption to activity in
terms of timescale, quality of delivery and results.

The involvement in INNOWAG of the key partners
and collaborators for the representation,
development and reporting of the rail industry,
engineering research, and freight logistics will
ensure that the outcomes are disseminated within
S2R, the freight sector and the wider EU Research
community.
The options regarding 'complementary grants' of
the S2R Model Grant Agreement and the
provisions therein, including with regard to
additional access rights to background and
results for the purposes of the complementary
grant(s), will be enabled in the corresponding
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S2R Grant Agreements. In addition, the
coordinator will make all efforts to establish a
working relationship with the complementary
projects identified.
A risk register has been set up and reviewed and will be updated every 3 months to monitor major
risks and implement actions to mitigate the risk and develop a contingency plan. The
management structure ensures that risks are promptly reported to the coordinator via the WP
leaders. In particular, the risk register will include:





Risk identification
Risk quantification
Risk response plan
Risk control

A “Risk review” will be a regular item of the agenda of the Steering Group meetings. Proposed
risk mitigation measures will be monitored by the WP leader and, if appropriate, the WP leader
will communicate a strategy to further mitigate risks to WP task partners.

2.1 EC reporting
The INNOWAG project is divided into two formal reporting periods (both including financial and
technical reporting requirements) of the following duration:


Period 1: from M1 to M18 (i.e., 1st November 2016 - 30th April 2018)



Period 2: from M19 to M30 (i.e., 1st May 2018 - 30th April 2019)

The periodic reports will be submitted by the Coordinator, UNEW, to the EC’s electronic exchange
system for Horizon 2020 projects, SyGMa, within 60 days following the end of each reporting
period. It will contain the periodic technical and financial reports. Project partners and the WP
Leaders will assist compilation of elements of each Periodic Report.
The periodic technical report consists of two parts:


Part A of the periodic technical report contains the cover page, a publishable summary
and the answers to the questionnaire covering issues related to the project implementation
and the economic and social impact, notably in the context of the Horizon 2020 key
performance indicators and the Horizon 2020 monitoring requirements. Part A is
generated by the IT system. It is based on the information entered by the participants
through the periodic report and continuous reporting modules of the electronic exchange
system in the Participant Portal. The participants can update the information in the
continuous reporting module at any time during the life of the project.



Part B of the periodic technical report is the narrative part that includes explanations of
the work carried out by the beneficiaries during the reporting period. Part B needs to be
uploaded as a PDF document following the template of Part B Periodic Technical report.

The periodic financial report consists of:


Individual financial statements (Annex 4 to the GA) for each beneficiary;



Explanation of the use of resources and the information on subcontracting and in-kind
contributions provided by third parties from each beneficiary for the reporting period
concerned;



A periodic summary financial statement including the request for interim payment.
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3. QUALITY PLAN
A Quality Plan has been developed and implemented by the project manager at the beginning of
the project to ensure a high-quality level and conformance to the Grant Agreement. It describes
ways and forms of communication, nomenclature and form of documents, forms and contents of
reports, what actions should be taken in case of deviations from plans and a review procedure to
ensure high quality of the deliverables.

3.1 Guidelines
Guidelines for the Quality Plan are outlined below and partners have been made aware of the
procedures and format for project documentation and delivery of reports.

3.2 Meetings
Prior to the meeting
The meeting organiser will prepare a draft agenda in consultation with the coordinator to be sent
to all partners of the project prior to the meeting for comment and feedback. Assembly Group
meetings will take place yearly, with the Steering Committee, if appropriate. At the end of each
meeting, there will be a discussion concerning the next meeting location. If more than one
location is suggested a Doodle Poll will be held with the project partners to assess the most
popular location.
After the meeting
After the meeting, the meeting organiser/ Project manager/ Coordinator will prepare and send
each member of the project a set of draft minutes of the meeting for comment, no later than 15
days after the meeting date. Once these minutes have been revised and approved, the final
version will be distributed to partners and added to the INNOWAG DropBox folder. When the
INNOWAG website is advanced, these will be added to the document repository.
All meetings will have the same documentation, namely:
 Agenda - with timings, name of items, presenter
 Minutes - a template for the minutes will be prepared in advance with the items from the
agenda. These items will then be filled in with notes from the meeting and a list of “Actions”
with the person responsible and dates for completion.
 Signature Sheet – Each meeting will have a Signature Sheet that will prepared prior to
the meeting based on participants confirming their attendance. As participants arrive at
the meeting, they will be asked to sign the Signature Sheet to confirm their attendance.
 Participant Information – Prior to the meeting, participants will be provided with
important information about the city where the meeting is taking place, the full address
and details of the venue, maps of the area and exact location of the meeting and details
of any local hotels.
 Presentation template – A generic template has been designed for all partners to use at
internal INNOWAG meetings and when presenting INNOWAG to external events.
3.2.1

Agenda

The agenda template has a cover sheet that details:
 The title of the meeting
 The meeting venue, including the full postal address
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 Two contact names; email addresses and mobile phone numbers
 The agenda for the meeting(s) with time slots; title of agenda item and person responsible
clearly laid out in a table
The titles from the agenda will go into the minutes’ template prior to the meeting to be expanded
on and any comments/actions will be recorded and put into the “Action List” at the end of the
minutes.
A draft of the agenda will be forwarded to partners for feedback before the final version is
distributed. The final agenda will be stored in the INNOWAG Drop Box.
3.2.2

Minutes

During a meeting, a record of the meeting with be made on a “Minutes’ template pre-populated
with the agenda items. The first page is a standard page that details the venue; date and start
and end time of the meeting.
The main section of the template is pre-populated with the items from the agenda ready to
complete the minuted account of the meeting. In taking minutes, records of Actions will be
recorded in red and these will then go into the “To Do” list at the end of the minutes, with the
person responsible and a time scale for the task to be completed. This Action List will be reviewed
by the Project manager on a regular basis to ensure tasks are being followed through and will
also be used at the beginning of following meetings to run through tasks with the person
responsible present. Any tasks not completed can be talked through is there is an issue and any
tasks not completed can be carried over to the next list.
The draft version of minutes will be distributed to partners no later than 15 calendar days after
the meeting for comments. The final version will be distributed to all partners and added to the
INNOWAG Partners Repository in DropBox.
3.2.3

Signature Sheet

At each meeting, there will be a Signature Sheet that has been pre-populated with the names of
the participants who have confirmed their attendance at the meeting. The sheet is in Surname
order to make identifying names easier when signing, followed by the first name; organisation
and a space for the participant’s Signature. Apologies can be added after the table with the
names and organisations of people not able to attend.
The fully signed version of the Signature Sheet will be scanned and added to the final Minutes as
a record of attendance.
3.2.4

Participant information

Prior to the meeting, a template will be filled in by the partner organising the meeting with as much
information as will be necessary to ensure meeting participants have as much information as
possible for the meeting, especially the location of the venue if it is a place where some of the
participants have not been to before. This will include:


Brief information about the City where the meeting is being held



Detailed information about the meeting venue and how to reach it by air, train, rail, road,
tram, etc.



A detailed map with a ring around the venue location



Suggested hotels close to the meeting venue and any special rates negotiated and contact
details
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3.2.5

Presentations template

A generic template for preparing presentations on behalf of the INNOWAG project was designed
by UNEW to enable partners to maintain a “corporate” image within the INNOWAG project. The
template includes:


S2R, EC and INNOWAG Logos



Type of meeting, day, month, year and location of the meeting

3.3 Partners reporting
In addition to the Periodic Reporting to the EC, which was presented in section 2.4, and to the
continuous reporting in the form of Deliverables and completion of milestones, as described in
sub-section 2.6.2., the INNOWAG project will use an internal interim reporting procedure.
UNEW is responsible for producing and submitting reports to the EC, but requires information
from all project partners in order to do so.
This informal process is necessary to monitor project progress and identify potential problems
and risks at an early stage. The interim reporting system will:




facilitate the follow up of project progress by the INNOWAG Project Manager and the SG
as required
identify and solve problems proactively and ensure that the common goal of the project is
being reached
assist the EC periodic reporting process to run more smoothly.

UNEW will request interim reports from all Partners on 6-monthly basis from project
commencement, using a template document issued at each appropriate interim reporting time:


WP Leaders will be asked to collect partners’ inputs on the tasks and activities carried out
in the concerned period (intermediate deadline can be established by the concerned WP
Leader)
 Each partner will provide an estimation of the efforts (as person months) and costs
incurred so far.
The completed reports will be collected no later 20 days after the end of the 6-monthly reporting
period. The content of these reports will be used as the basis for the periodic report for the project
and the financial reporting. Overall, the interim reports will focus on key aspects related to the progress
of the project and will mirror the requirements of the Periodic Report, as shown in section 2.4.

3.4 Deliverables’ quality
All deliverables will have use the same template as the one this report is being prepared on.
Margins and Headers/Footers are set and some of the headings are already populated to ensure
consistency with all reports. The font size is set at Arial 11, justified. All headings are prepopulated with font size and colour.
A process for the review of deliverables prior to submission has been put in place from the Project
Manager/Coordinator to the partners. This process involves a review of a deliverable due for
submission to make sure that:




The deliverable is in line with the requirements as set out in the INNOWAG work plan
The content of the deliverable is of a high quality
In any technical deliverables, a peer-review of the technical and scientific content will be
reviewed
The project Partner assigned as ‘Lead’ to a deliverable is responsible for its quality. After drafting,
deliverable reports are to be quality assured by an INNOWAG partner peer group, composed of
Partners appropriate to the work stream and/or WP to which the deliverable relates. It is expected
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this process may take up to 2 weeks, so the Lead Partner should allow for this within the
submission timetable.
In practice, the Lead Partner forwards their completed draft to the appropriate review group, as
previously agreed by the project SG. An ‘internal technical validation’ performed by the review
group is to ensure that the technical content is of a satisfactory professional quality, and that it
reflects precisely the work completed and meets expectations. The Lead partner may then wish
to adjust the draft according to any feedback received, before sending the final copy to Project
Coordinator UNEW in both PDF and editable format (i.e., MS Word).
An ‘internal quality validation’ will be performed by UNEW to ensure the deliverable document is
correctly presented in relation to the document’s structure and layout, style, spelling and
consistency of the language, etc. before submitting it to the EC via the electronic exchange
system. This final, submitted PDF version is then distributed to all partners.
To ease the process of reviewing and ensure that deliverables are submitted on time, the following
procedure will be followed:
1. The project manager will keep track of any upcoming deliverables
2. The relevant Lead partner will be contacted by the project manager no less than one
month before the submission date to request a draft copy of the deliverable
3. The peer review process explained above will be closely supervised by the project
manager.

3.5 Documents and communications format (nomenclature)
For naming documents the following rules apply:
Each document’s name consists of the following elements, in the order listed:







The project name (INNOWAG)
An indication of the organisational unit where it belongs (e.g., WP7)
A clear, short document description (e.g., agenda, D…, minutes, etc.)
A version number (e.g., v02)
The date of the version (as dd.mm.yyyy)
The following additional elements can be inserted only in the case of an existing
document:
o The uppercase designator “COMMENTS”
o The last name of the person providing the feedback
o The date of the comments (as dd.mm.yyyy)
o The document format abbreviation.

After documents are reviewed a new version is produced and sent to the originator. To ensure
consistency in documents, only the author/originator should issue a new document.
3.5.1

Document versioning

Document versioning will follow these rules:






Start with v01 and increase version numbers (v02,….) until the first final version is
produced
The first final version is named F1
If after finalising F1, further adaptations are necessary start numbering F2 and increase
version numbers
Continue this process until final acceptance of the document
Only the originator of the document is entitled to issue and upload a new version of the
original document
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3.5.1

Email headings

Email heading will follow these standards:




First, every email should start with INNOWAG
Second, indicate the organisation that is affected (e.g., WP7, T7.2)
Third, provide clear, short keywords to describe the reason for/content of the email

3.5.2

Communication within the Consortium

In case of any meetings over the internet or teleconference, a written summary of all discussion
points including an action list with agreed deadlines will be provided by the person chairing the
meeting within 14 calendar days.
3.5.1

Contacts list

A list of all persons, related to the INNOWAG project has been prepared and will be maintained
by the Coordinator. The list contains the following information:




Names
Affiliation
Contact information

The contact list is the basis for the distribution of any information concerning the INNOWAG
project. All mailing/distribution lists are set up from the information based in the contact list.
Partners are expected to inform the Coordinator/project manager of any changes/updates in
contacts within their organisation.

4. CONCLUSIONS
The use of procedures and guidelines outlined in this document will benefit the collaboration
process between the INNOWAG partners and ensure a high quality of project deliverables and
reporting, both internally and to the EC. The procedures are equally important for the
communication and collaboration with S2R structures in general, and with the complementary
project FR8RAIL, in particular.
It is also important that all partners have a thorough knowledge of the EC contract for the
INNOWAG project, its annexes and the various EC and S2R guidelines, which in case of
uncertainty or conflict supersede the procedures outlined in this document. These documents
are available to all project partners via the INNOWAG DropBox sharing space and via the EC
Participant Portal, being of particular interest to those partners and personnel with management
responsibilities at any place within the project.
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