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Executive Summary
Description of the work
The Project Management Handbook is intended to support partners in the effective and efficient
administration, procedural and financial management of the project. It focuses on project
implementation procedures, structures and coordination and sets out key responsibilities for EU
engagement and interaction. It is intended to support the achievement of project objectives, the
effective management of partner progress and the timely delivery of project results. The Project
Management Handbook is supplemented and supported by a series of project management
procedures - including quarterly technical progress reports.

Objectives
The objectives of this Project Management Handbook are as follows:
 To define the procedures and standards to be used in the RESILENS project;
 To define key roles and responsibilities;
 To demonstrate how the project will be carried out, measured, monitored, accounted for
and safeguarded during the project;
A Risk, Quality and Ethics Management Plan will be prepared by the project coordinator and
distributed to all partners by M3 (July 2015) - Deliverable 7.2. The D7.2 plan will be appended to the
Project Management Handbook.
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The RESILENS project handbook has been prepared to guide project participants through all aspects
of the project’s management and coordination activities.

1.2

Project Summary

In an era that has seen a multitude of high impact disasters ranging from natural events such as
earthquakes, floods, tsunami’s, volcanic disruptions to man-made acts of terrorism and cyberattacks, there is a greater need than ever before to assess the resilience of modern societies to
withstand and recover from unexpected adverse events. Against this backdrop, concepts of
resilience offering all encompassing, integrated approaches to planning for, responding to and
recovering from all manner of man-made and natural disasters have dominated recent discourse on
disaster and crisis reduction and management.
In this regard, the frequency and severity of impacts of disaster and crises events has channelled
attention to vulnerable physical assets, with a particular focus on critical infrastructure (CI). The
removal or suspension of critical infrastructure assets from normal service would significantly affect
public safety, security, economic activity or environmental quality. A breakdown in any one of these
assets alone can bring about catastrophic consequences, but it is the interdependency of these
systems, and by extension, the cascading effects of a breakdown in one system on other
interconnected systems, which is of most significant concern1. A fault in an electricity transmission
network in Northern Germany which resulted in a blackout for more than 15 million people across
Western Europe in 2006 exemplifies the type of cascading effects on transport, healthcare systems,
financial services and societal security and safety that can quickly arise when there is a failure of
critical infrastructure2. Another example of the importance of resilience efforts to safeguarding CI
arose when a Russian-Ukraine gas dispute escalated in 2009 resulting in a major disruption to the
gas supply of many European States with thousands of homes and business left without electricity3.
The London Underground bombings of July 2005 and the commuter train attacks in Madrid in 2004
demonstrated the vulnerability of transport infrastructure to terrorist attack. An attack on transport
infrastructure can result in cascading effects on communications and power conduits that are
generally located in proximity to transport routes. Damage to water supply infrastructure by natural
or man-made disaster could cause major public health and environmental impacts, including
possible loss of life.

1

O’Rourke, T.D (2007) ‘Critical Infrastructure, Interdependencies, and Resilience’, The Bridge – Linking
Union for the Coordination of the Transmission of Electricity (2006) Final Report System Disturbance on 4
November 2006.
3
European Commission (2013) Commission Staff Working Document on a new approach to the European
Programme for Critical Infrastructure Protection Making European Critical Infrastructures more secure.
Brussels, 28.8.2013, SWD(2013) 318 final.
2
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It is against this context that the concept of resilience as applied critical infrastructures is explored in
the Realising European ReSILiencE for Critical INfraStructure (RESILENS) project. The RESILENS
proposal is inspired by the collective experiences of the consortium partners engaged within
resilience research, CI operations, and the recognition of the growing importance of resilience in
mitigating for crises and disasters. The RESILENS consortium, which includes a number of CI
providers, owners, operators and also municipal regional authorities with significant levels of
experience in the application of resilience, aims to deliver enhanced concepts in resilience and risk
management that will have the capabilities to address crises and disasters and how they affect CI.
The primary aim of the RESILENS project is to develop a user-friendly, citizen centric European
Resilience Management Guideline which is founded in the principles of risk management and
vulnerability reduction and which will, through its uptake and interactive qualities, lead to clear,
coherent and effective crises and disaster resilience management for Critical Infrastructure, and in
turn will contribute to more resilient and secure economic and societal systems.
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RESILENS Work Plan

In order to achieve its objectives, RESILENS will follow a seven stage methodological framework
comprising six targeted Work Packages (WP 1-6) and one project management WP (WP7). Each WP
will consist of a number of tasks and sub tasks which will draw on the expertise of the consortium
partners. An overview of this framework is detailed below:
Table 1 Work Package Framework
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Project Management Structure

The management structure for the RESILENS project comprises of several governance bodies: Work
Packages leaders (WPLs), the General Assembly (GA), the Executive Board (EB), the Advisory Board
(AB) and the Stakeholder Group (SG) - as illustrated in Figure 1.

Figure 1 RESILENS Project Management Structure
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2.1.1 Project Coordinator
The project coordinator has overall responsibility for ensuring the success of the RESILENS project
from inception to completion. The coordinator is the leader of the General Assembly and the EB. The
co‐ordinator will monitor project progress, with two reporting periods occurring during the course of
the project, at 18 months and 36. The co‐ordinator will also have responsibility for quality control of
all deliverables and will ensure full ethical compliance. The co‐ordinator is also responsible for
liaising with the EU project officer and negotiating any changes to the project structure, where
necessary. The timely delivery of project deliverables to the EU Project Officer will also be the
ultimate responsibility of the co‐ordinator.
The co‐ordinator is also responsible for ensuring consent to the contract by the project partners and
other contractors. The co‐ordinator will direct communications between the consortium and the
Commission. Finally, the co‐ordinator will be responsible for keeping the accounts of the project.
The coordinator of the project is Future Analytics Consulting Limited (FAC) led by Dr. William
Hynes. The coordinator is supported by the FAC technical team.
Contact details:
Dr. William Hynes
23 Fitzwilliam Square
Dublin 2
Tel: +353 (0)1 6394836
Fax: +353 (0) 1 554 7334
Email: william.hynes@futureanalytics.ie

2.1.2 Work Package Leaders
The RESILENS project concept is to be delivered through a series of WPs. A WPL will be appointed by
the project coordinator for each WP. The WPL will be responsible for the day to day management
and operation of the work package and will deliver regular progress reports to the EB. Each WPL will
also be a member of the EB.
Table 2 Work Package Leaders - Contact Person

Forename
Jon
Joerg
Gilad
Jim
Michael
Stephen
William

Surname
Coaffee
Finger
Rafaeli
Conway
Cooke
Rice
Hynes

Organisation
UoW
FhG
MTRS
EMRA
TCD
SfJE
FAC

Email
j.coaffee@warwick.ac.uk
Joerg.finger@emi.fraunhofer.de
giladr@mtrs3.com
jconway@emra.ie
cookemi@tcd.ie
Stephen.rice@sfjuk.com
william.hynes@futureanalytics.ie

WP Lead
WP1
WP2
WP3
WP4
WP5
WP6
WP7
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2.1.3 Executive Board
The EB is made up of the Coordinator and each WP leader. The Coordinator is the lead of the EB.
The EB will oversee the RESILENS project, with responsibility for project management, decision
making, and monitoring progress and maintaining high quality in the project works. The EB will
report to the General Assembly, and will keep the Assembly informed of progress. The
responsibilities of the EB are:
• Coordinating the development of an integrated, holistic concept for RESILENS;
• Providing project status information to the General Assembly;
• Coordinating the preparation and distribution of major deliverables;
•Monitoring consistency and synergy between work‐packages, and creating recovery plans in
case of disruptions in the work plan;
• Creating dissemination and exploitation plans;
•Managing issues regarding knowledge management, intellectual property rights, and other
issues that might impact project success.
The EB will meet at least three times a year (tri‐annually), and will end its responsibilities with a final
meeting at the end of the project.
Minutes of EB meetings will be taken by FAC under the standard format as seen in Appendix 1. All
actions will be recorded in the minutes which will then be circulated to partners. Partners will be
asked to review and provide comments on the minutes, before final approval and circulation by FAC.

2.1.4 General Assembly
The General Assembly (GA) is comprised of the leaders of each consortium partner participating in
the RESILENS project. The GA is responsible for the overall success of RESILENS. The GA has two
primary project management functions: executive and administrative.
The executive project management consists of:
 Project progress review
 Ensuring the project remains focused on achieving and delivering its objectives and
maintains relevance within the Security theme of the Horizon 2020 research and
innovation programme
 Coordination and application of measures/procedures for quality control
 Resolving any technical, administrative or contractual issues
 Ethical consideration of the project work
 Preparation and distribution of non‐technical reports
 Approval and acceptance of final versions of technical progress reports prepared by the
partners
 Ensuring the preparation of implementation strategies and agreements for the project
results
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The administrative management consists of:
 Maintaining accurate consolidated records of costs, resources, and time
 Preparing and submitting to the Research Executive Agency the cost statements of all
partners
 Remaining in close contact with the Research Executive Agency and the Project Officer
 Communicating with other projects and coordinating presentations
The GA will meet three times a year (tri-annually). If there is a need expressed by the majority of the
representatives, additional sessions will be arranged.
Minutes of GA meetings will be taken by FAC under the standard format as seen in Appendix 1. All
actions will be recorded in the minutes which will then be circulated to partners. Partners will be
asked to review and provide comments on the minutes, before final approval and circulation by FAC.
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The work plan for RESILENS is designed to an agile methodology, where the emphasis is on an
iterative and collaborative approach to understanding, drafting, testing and validation. This strategy
leverages the vast experience that the project partners have in resilience research and guideline
development in both commercially focused and EU research focused projects. The project is broken
into 7 WPs where each WP contains a set of associated and related tasks. The overall WP plan has
been agreed by all parties and implements a commonly agreed work plan, deliverables and
milestones. The interlinkages and relationships between WP’s are illustrated below:

Figure 2 Work Package Interlinkages

For each WP, a WPL co-ordinates the activities and is responsible for:
• The performance and progress of the WP with regard to the planned milestones
• The transfer of information to other WPL and to the FAC technical team.
• Reporting of any possible problems to the FAC technical team and the Project Coordinator.
A template WP Management Plan (WPMP) table has been developed for all WPLs to complete for
the WP that they are responsible for. The WP Management table is intended to assist WPLs in
managing the project and includes provision for key activities per task, estimated person month per
activity per partner, a schedule with key dates by which key actions must be completed by, and the
specific inputs required by each WP partner. This may be supplemented by a project management
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Gantt chart. WPLs are requested to submit the completed WP Management table and return to FAC
at the end of M3. The WPMP template is provided below:
Table 3 Work Package Management Plan (template)

Work Package Management Plan
[Add WP no. and title here]
[Add Task No. here]
[Add Task Title. here]
Work Package Task Objectives:
[Identify specific objectives for the task]
Provides inputs to:
(List WP no. and task
no.)
Requires inputs
from:
(List WP no. and task
no.)
Start Month:
Breakdown of main activities
to be carried out as part of the
Task and estimated effort level
(person months per activity)
per partner:

Finish Month:
Partner
[List Task Partners-Indicate
Lead Partner]

PM

What we need to do:
[Add brief description - step by step, where possible]

How we will do it:
[Add brief description - step by step, where possible]

Associated Deliverables:
[Add brief description]

Inputs required from partners per task activity:
[Assign actions to appropriate partners - this can be circulated for discussion and agreement]
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Project Deliverables are the channels by which project progress results and are articulated. The
efficient functioning of the project will depend on the timely delivery of such deliverables to
proceed. As such, it is crucial that the delivery dates outlined in the DoW (as below) are strictly
adhered to.
Table 4 List of deliverables

Deliverable
Number

Deliverable Title

D1.1

Resilience Evaluation and SOTA Summary Report

D1.2

Stakeholder Consultation Report

M6

UoW

D1.3

Emerging Findings Report on Knowledge, Current Practice,
SOTA, Gap Analysis and Roadmap of key actions to advance
SOTA.
Resilience Management Steps. Report and Templates. Version
2.

M8

UoW

M13

FhG

D2.1

Delivery
Date
(Month)
M6

Partner
Responsible
UoW

D3.1

Methodological Framework for the ERMG

M14

MTRS

D3.2

Draft ERMG

M18

MTRS

D3.3

Outcomes from Tabletop Review of Draft ERMG

M18

MTRS

D4.1

Report on Pilot Demonstration and Evaluation Methodology

M20

EMRA

D4.2

Pilot Demonstration Summary Report

M26

EMRA

D5.1

Risk Management and Assessment Methodology Adaptation

MI4

TCD

D5.2

Initial CONOPS Framework

M16

TCD

D5.3

Outcomes of Pilot Demonstrations

M27

TCD

D5.4

Final CONOPS framework for Guideline Updates

M29

TCD

D6.1

RESILENS Website, Social Media Presence and Electronic
Newsletter
Plan for Coordination and Collaboration with Related Projects
and Initiatives

M11

SfJE

M4

SfJE

D6.3

Roadmap for Training and Education Delivery

M7

SfJE

D6.4

Development of the RESILENS E-Learning Hub

M18

SfJE

D6.2
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D6.5

Dissemination and Exploitation Strategy

M12

SfJE

D7.1

Project Management Handbook

M1

FAC

D7.2

Risk, Quality and Ethics Management Plan

M3

FAC

A number of project ‘Milestones’ are also set out below.
Table 5 List of milestones

WP

Milestone(s)

WP1

M1.1
M1.2
M1.3

WP2

M2.1
M2.2

M2.3
WP3

M3.1
M3.2
M3.3
M3.4

WP4
WP5

M4.1
M4.2
M5.1
M5.2

Emerging findings from report on resilience and state of the
art
Key actions from the Stakeholder consultation report
Key actions to advance SOTA
Resilience Management Steps. Report and Templates.
Version 1.
Qualitative, Semi-Quantitative and Quantitative Methods
and Measures for Resilience Assessment and Enhancement.
Version 1. Report and Templates.
Resilience Management Matrix and Audit Toolkit. Report and
Prototypes of Tools.
Steps to incorporate the methodological
framework into the ERMG
Draft ERMG
Key actions to incorporate outcomes of Draft ERMG review
Final ERMG
Key actions for Pilot Demonstration application
Pilot Demonstration Emerging Outcomes
Key actions to incorporate post Pilot Demonstration inputs
Key Actions to develop EU wide resilience management
standards

WP6

M6.1
M6.2

Development of project website providing emerging findings
Development of training and education materials

WP7

M7.1
M7.2

Midterm review meeting
Final review meeting

4.2

Project Schedule

Delivery
Date
(Month)
M7

Partner
Responsible
UoW

M9

UoW

M8
M7

UoW
FhG

M9

FhG

M7
M15

FhG
MTRS

M18
M19

MTRS
MTRS

M30
M21
M27

MTRS
TCD
TCD

M28

TCD

M33

TCD

M12

SfJE

M19
M18
M36

SfJE
FAC
FAC

The full project schedule is listed in Appendix 2.
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Technical Progress Report

A Technical Progress Report Template has been prepared to monitor the technical progress of the
project. The Technical Progress template must be filled in by partners on a quarterly basis (every
three months) and returned to FAC.
As well as monitoring progress on achieving work plan objectives, the technical progress report is
also a useful monitor in terms of financial reporting, and will compliment the financial recording
template, referred to in Section 9.0 below.
QUARTERLY TECHNICAL PROGRESS REPORT TEMPLATE
How are you progressing with your work? (Please provide a short overall impression of the
progress of your work – max 5 lines).

Please outline the contribution you made to WP in the last month (max 3 items).
WP1
WP2
WP3
WP4
WP5
WP6
WP7
Please outline the contribution you foresee making over the next month (max 3 items).
WP1

WP2

WP3

WP4
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WP5

WP6

WP7

Are you encountering or do you anticipate problems achieving formal results/deliverables?
WP1

WP2

WP3

WP4

WP5

WP6

WP7

Are you encountering or do you anticipate problems fulfilling your informal commitments? (For
example providing informal input for other WPs.)
No
Yes, please elaborate
Are you encountering or do you anticipate problems meeting your deadline (are you running into
time problems?)
No
Yes, please elaborate
16
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Are you encountering or do you anticipate any budgetary problems (person month allocation and
financial budget)?
No
Yes, please elaborate
Overall person month allocation used this month:
WP leads only: What is the plan for the forthcoming month?
WP leads only: What is the overall status of the WP (on track to meet deadlines)?
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In order to facilitate efficient internal communication among partners an electronic project
management facility, SharePoint will be utilised. Further information will be circulated by M4 when
the SharePoint folder has been established, further instruction will follow then. SharePoint will
capture the day to day activities of the project, facilitating the upload and circulation of draft and
final documentation, important references and other material including:

A list of consortium partners and their contact details, addresses, telephone details, email
address, messaging details etc;

An electronic directory for storage of project related documents, which can be uploaded,
viewed and downloaded by all partners. Partners will be invited to provide their
comments/opinions on draft versions of project-related documents, where appropriate;

List of project milestone and actions;

Forthcoming reporting requirements, etc.
All WPLs must manage the structure and use of their WP folder. A project calendar is also
incorporated into the SharePoint which can be used by all partners to note upcoming meetings,
deliverable deadlines etc.

6.2

Email Correspondence

In recognition of the fact that many organisations participate in multiple projects under various
European and international programmes, in addition to domestic projects, it is important that all
email correspondence is headed with ‘RESILENS’ in the title, followed by a short title giving context
to the content contained therein.
It is recommended that each participant creates a dedicated ‘RESILENS’ folder within his/her email
inbox, in order to facilitate ease of filing and referencing.
It is important to ensure that the relevant partners are included in the email communication. For
example, where the subject matter may have an impact on the activities within another action or
even another WP, other partners should be ‘carbon copied’ on the correspondence.

6.3

Video, Tele-Conference, E-meetings and Skype Calls

It has been agreed, in the interest of an efficient and transparent project programme, that
conference calls will take place on a monthly basis. E-meetings (such as GoToMeeting or
TeamViewer, etc. or other appropriate alternatives such as Skype) will take place for the duration of
the project.
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Project Meetings

A number of face to face meetings involving representatives from all partners areto be held over the
course of the project. It is likely that between 2- 3 meetings will be held each year (with a total of
between 6-9 meetings held over the 36 months). Each partner location will most likely be visited at
least once, to build contacts and establish rapport with local stakeholders, etc.
A meeting agenda will be issued 3 weeks prior to the meeting (in draft format and allowing partners
to make contributions) and travel/accommodation details should be circulated by the host
organisation 6-8 weeks in advance of meeting where possible. Minutes will be issued within 2 weeks
of each meeting (or uploaded to SharePoint).
Interim project meetings will be organised, and shall generally be planned at the end of the
preceding meeting (thereby allowing all partners to confirm availability, agree dates and organise
travel arrangements). Some meetings may be aligned with project activities, but as far as is possible,
the Lead Partner will endeavour to provide reasonable lead-in time in communicating any planned
meetings and proposed locations to all partners (via group email if not agreed at a preceding
meeting).

6.5

External Communication

Communication to the external audience is primarily managed within WP6 Communication,
Dissemination, Education and Training. WP6 involves the dissemination of project results; designing
and implementing education, training and continuous professional development for enhancing
resilience of urban built infrastructure. With their extensive contacts SfJE will lead this WP drawing
on the resources of all consortium partners in fulfilling the commercial potential of RESILENS.
Any publicity, including at a conference or seminar or any type of
information or promotional material must specify that the project has
received EC research funding and display the European emblem.

All publications shall include the following statement:
'The research leading to these results has received funding from the European Union’s Horizon
2020 Research and Innovation Programme, under Grant Agreement no 653260'.

6.6

Conflict Resolution

As a general rule, RESILENS project management will aim at a consensus building and promoting in
order to ensure the maximum cooperation within the consortium. However in the unlikely event
that a conflict arises, a majority rules approach will be adopted so that the issue may be resolved
through a fair and transparent decision making process. Decisions will be taken according to the
majority of votes (one vote per consortium partner). Where possible, issues will be resolved at WP
level; with each consortium partner participant in the WP allocated one vote. Where the issue could
not be resolved at the WP level then the matter will be reported to the GA with appropriate
19
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supporting evidence, which may include a full report or a presentation of the main issues of
contention. The GA will review the issue and report back with a final decision, which will be taken by
majority vote, within one month from receipt of report/presentation. In the unlikely event that the
GA cannot resolve a dispute within the consortium on a legal matter, the consortium agreement will
provide for the use of a court of arbitration in a neutral country.
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Administrative quality control procedures will be disseminated by the coordinator to WP leaders
(these will form part of the D7.2 report - to be circulated in M3, July 2015). These procedures will
address both the execution of the project WP and tasks and the actual deliverables of each WP. An
internal quality control process will be established to ensure compliance with project standards and
to ensure proper feedback channels.
These procedures will refer to:
 Quality standards and templates for deliverables;
 Acceptance criteria;
 Standardisation of the deliverables on the basis on the criteria set out in the RESILENS File
Naming Convention (see Section 7.2 below);
 Definition of the quality sensitive parameters and their monitoring procedures;
 Control mechanisms internal and/or external of the deliverables; and,
 Corrective mechanisms.
The multi-level management structure will ensure a high degree of quality control from inception
through to final completion of the RESILENS project. Apart from the meetings proposed for various
management structures, the full project consortium will meet at least annually. In between these
meetings, progress control will be guaranteed by videoconferences and bilateral discussions
between the overall project coordinator and WP leaders.

7.2

File Naming Convention

The file naming convention described below should be applied for all deliverable reports prepared
during the project:






All documents will contain the name of the project as the first part of the title i.e. RESILENS;
This will be followed by the deliverable number e.g. D7.1;
The revision number will then be included (see Table 6 for instructions on revision
numbering system);
The delivery date will then be provided in the format of month and year e.g. January 2015
will be written as '0115';
The name of the deliverable will complete the file name e.g. Project Management Handbook

Please see the example below which illustrates the RESILENS file naming convention - Figure 3.
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Figure 3 File naming convention

Table 6 Revision numbering system

Revision

Description

A1….An

Drafts we circulate until submission to project review

A

Draft approved by WP partners, ready for internal QA

B1….Bn

Drafts we circulate during internal / external (by advisory group, other) quality process

E1

Version we submit to the European Commission (EC)

E

Version approved by the EC

PU

Version for dissemination (e.g., different version uploaded to the web site / disseminated to end
users)
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The RESILENS project draws heavily on the participation of stakeholders involved in planning, design,
management and use of urban built infrastructure. Both the information obtained in the formulation
of the RESILENS concept, and the potential outcomes of the project may give rise to ethical and legal
implications across different jurisdictions. Therefore, because of the nature of the source material, it
is crucial to consider the ethical and legal implications of the project activities. This includes matters
of privacy, legality, authorisation, protection, ethics and general conduct regarding environmental
data, personal information and research results.
The RESILENS project coordinator will have overall responsibility for the ethical management of the
project. Each WP includes quality control, assessment and review as an integral component of the
work. Included in this will be a strong focus on whether any ethical issues could arise. Any issues or
questions that may arise in relation to ethics must be reported to the co‐ordinator for final decision.
Under WP7, the RESILENS project coordinator is responsible for the proper documentation and
review of any issue that arises which may have an ethical implication. The project mid‐term and final
project review report will contain a comprehensive account of the ethics management over the
duration of the reporting period.
Deliverable 7.2 comprises a Risk, Quality and Ethics Management Plan. It will be prepared by FAC
and circulated to all partners by month 3 (July 2015). The plan will establish procedures to ensure
all ethical and legal issues are dealt with appropriately and will seek to ensure that all project
activities are carried out in accordance with data protection and privacy directives. The plan will
provide strict guidelines and requirements for dealing with data, persons and observations.
It will include detailed instruction on ethics approvals that must be obtained by all partners. Copies
of ethical approvals by the competent Ethics Committee must be submitted to the EU by the end
of month 6.
The RESILENS project is also committed to:
 The use of sound methodology;
 Protection of confidentiality (no access other than as statistical aggregates);
 Integrity of the consortium data (ethical responsibility to resist threats to integrity such as
political instructions to manipulate concepts etc);
 Adoption of coping and prevention strategies to ameliorate any potential ethical concerns;
 Achieving an appropriate benefit/burden balance (the scientific advance envisaged through
 RESILENS will be significant. However social, human and cultural impacts have also been
considered during the preparation of this proposal, and will be fully factored into the project
itself); and,
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Personal data protection ‐ the processing (obtaining, holding and disclosing) of personal data
such as health information, criminal justice, financial information, genetic information and
location‐based information will not be a central focus in the delivery of the project, and
appropriate precautionary mechanisms will be devised to safeguard any instance of data
processing.
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Over the course of the project, two formal Periodic Reports must be submitted to the European
Commission. One will be submitted at the project mid-term stage (M18) and one at the concluding
stage of the project (M36). Detailed instructions on the submission of the periodic financial report
will be provided by FAC to all partners at M18.
Please note that all partners must keep time records of the hours worked on the action. The
technical progress reports described in Section 5.0 will assist partners in keeping track of their
efforts in carrying out tasks.
These reports should include:
a) Periodic technical report:





An explanation of the work carried out,
An overview of the progress towards the objectives of the action,
A summary for publication,
A ‘questionnaire’, on economic and societal impact

b) Periodic financial report:



An individual financial statement,
An explanation of the use of resources

The financial reports, to be completed by each project partner at project mid-term stage and project
completion stage, will be submitted via the ECAS participant portal. Once a partner logs in, they
should click on the ‘My Projects’ tab (as shown below). The ‘FR’ tab indicates ‘Financial Reporting’.
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Following this, partners should enter details of personnel costs incurred in the previous period. For
example, Period 1 will report on costs incurred during M1-M18. No names should be entered – only
information on the position of the relevant staff members, together with the number of personmonths (pm) of work - For example, salaries of 1 postdoctoral student for 18pm; 1 director for 3pm;
1 lab technician for 5pm.

Detailed instructions on the submission of the periodic financial report will be provided by FAC to all
partners in advance of the midterm review reporting at M18.
Please note that all partners must keep time records of the hours worked on the action. The
technical progress reports described in Section 5.0 will assist partners in keeping track of their
efforts in carrying out tasks.
Furthermore, all partners will be issued an Excel based template for financial reporting. This will
record actual person month for each task against the planned person month allocation. It is
recommended that partners submit the financial progress report along with the technical progress
report to the project coordinator on a quarterly basis.
A screenshot of the Excel sheet which will be provided to all partners is provided in Appendix 3.
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Appendix 1 – Meeting Minutes Template

Minutes from RESILENS GA Meeting
DATE
LOCATION

Location
Hosted by
Participants

Definitions

P.
1

2

3

DATE – Meeting Minutes

Time
E.g. 14001410
E.g. 14101420
E.g. 14201520

WP Title
Task

Comment
WP Title
Task

Comment
WP Title
Task
Comment
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Appendix 2 – Project GANTT Chart
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Appendix 3 – Extract of the Financial Progress Report to be circulated to all
partners
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