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Executive Summary
This Project Management Handbook is intended to support partners in the effective and
efficient administration, and the procedural and financial management of the project. It focuses
on project implementation procedures, structures and coordination and sets out key
responsibilities for engagement and interaction with the Delegation of the European Union to
the State of Eritrea (EUDE). It is intended to support the achievement of project objectives, the
effective management of partner progress and the timely delivery of project results.
This Handbook sets out:
• The procedures and standards to be used in the CSARIDE project;
• The key roles and responsibilities;
• How the project will be implemented, monitored, and accounted for during
implementation.
This document is a living document and will be updated as required during the implementation
period of the project.

1. Introduction
1.1 Purpose of this document
This Project Handbook serves two main functions:
Firstly, it is a reference source for all consortium members covering many day-to-day activities.
Secondly, it aims to standardise various elements of the project, e.g. project reports,
deliverables, etc. through the use of agreed procedures and templates where relevant.
The general principles for the project implementation are defined in the EU Grant Contract
(GC), the description of the action (DoA) and the Consortium Agreement (CAg). The Project
Handbook does not replace any of these established agreements, nor does it replace any of
the EU guidelines for project implementation and documentation. Where any inconsistencies
arise between these documents, the following order of precedence should be applied:
1. EU GC including DoA;
2. CAg;
3. Project Handbook (present document).

2. General Project Information
Title
Acronym

Climate Smart Agriculture Research and Innovation
Support for Dairy Value Chains in Eritrea
CSARIDE

Grant Agreement No.

FOOD/2019/411-806
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Funding Programme
Instrument

DeSIRA: Development Smart Innovation through
Research in Agriculture
Research and Innovation

Project Start Date

February 3rd, 2020

Duration of the project

52 months

Project Co-ordinator

Project Manager

Dr Lance O’Brien

Mr Kahsay Negash

Teagasc
Oak Park
Carlow
Co. Carlow
IRELAND.

Ministry of Agriculture
PO Box 1162
Asmara
State of Eritrea
Tel: 00 291 1122103 (w)/00 291
7146624 (m)

Tel: 00 353 87 2376647
Email: lance.obrien@teagasc.ie
lanceobrien12@gmail.com
Web: www.teagasc.ie

Email: negashk@gmail.com

No.

Applicants

Short name

01

Teagasc (Lead Applicant)

Teagasc

02

University College Cork (Co-Applicant)

UCC

03

University
Applicant)

UCD

04

Natural Resources Institute of Finland
(Co-Applicant)

LUKE

05

Vita (Co-Applicant)

Vita

06

Self Help Africa (Co-Applicant)

SHA

College

Dublin

No.

Name of Associate

01

Ministry
of
Agriculture,
Agricultural Research Institute

02

Ministry of Agriculture,
Extension Department

03

Hamelmalo Agricultural College
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(Co-

Associate short
name

National

Agricultural

NARI
MoA AED
HAC

Country
Ireland
Ireland
Ireland
Finland
Ireland
Ireland

Country

SoE
SoE
SoE

04

Ministry of Local Government

MoLG

05

National Union of Eritrean Women

NUEW

06

Eritrea Ireland Development Partnership

EIDP

07

Three study Zobas: Debub; Maekel;
Anseba.

Zobas

SoE
SoE
SoE
SoE

3. Legal Aspects
3.1 Grant Contract (GC)
The GC forms the legal basis for the implementation of the project. It consists of:
- Special Conditions (this is the core contract);
- Annex 1 Description of the action (DoA);
- Annex 2 General conditions applicable to EU-financed contracts for external actions;
- Annex 3 Budget for the action;
- Annex 4 Procurement rules for beneficiary (ies);
- Annex 5 Standard request for payment and financial identification form;
- Annex 6 Model narrative and financial report;
- Annex 7 Terms of reference for an expenditure verification of an EU-financed grant contract
for external actions and model report of factual findings;
- Annex 8 Standard template for transfer of asset ownership.

3.2 Consortium Agreement (CAg)
The CAg is signed between the partners themselves. It arranges in more detail the provisions
of the GC, such as but not limited to: financial issues, payments, management, decision
making, conflict resolution, intellectual property rights and liability. The CAg must be kept by
the partners and must be shown in case of audits.

3.3 Amendments
During the project, circumstances may arise to call for a request to the EUDE for an
amendment of the GC. Reasons may vary, but could include:
- Change of partner(s);
- Change of legal entity;
- Changes in the budget;
- Changes in the DoA.
In case an amendment is needed, the Coordinator (PC) shall submit such a request after an
autonomous decision by all partners in the Project Management Committee (PMC). After
approval, the PC shall distribute the revised GC to the partners, replacing former versions.
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Budget changes that do not affect the content of the DoA can be taken care of by the
Consortium itself: PMC will make the decision and inform the EUDE. Amendments may be
requested by any of the project partners.

4. Project Organisational Structure
4.1. Project Work Plan Structure
In order to achieve the project objectives, the project is structured into 6 WPs (Table 1), each
one with a defined scope and objectives. The WPs are also linked and interact with each other
(Figure 1).
Table 1: Work packages and objectives
WP
Title
WP1

Design,
implementation,
management and co-ordination

WP2

Project Implementation Plan
(PIP)

WP3

Improved climate smart dairy
farming
production
and
productivity
leading
to
enhanced supply of quality
dairy
products,
improving
household
income
and
generating employment along
an equitable value chain
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Objectives

O.1 Coordinate and manage the project and ensure
optimal quality output.
O.2 Ensure that the project impact, outcomes, outputs
and activities are delivered.
O.3 Ensure that all tasks are completed satisfactorily
and on time
O.4 Ensure that all information /knowledge generated is
made available for the benefit of the co-applicants
initially, and subsequently to the wider group of
stakeholders.
O.5 Maintain effective communication between all of the
project participants.
O.6 Act as contact point between the project and the
ECD.
O.7 Maintain the Consortium Agreement.
O.8 Ensure effective financial management of the
project.
0.1 Select the target intervention areas. (Selected
project locations shall be identified by geo-coordinates).
O.2 Carry out value-chain mapping and rapid diagnosis
which includes stakeholder analysis and identification of
broad-brush constraints and opportunities and potential
interventions.
O.3 Carry out a baseline survey to measure the
indicators mentioned in the log frame at the project start
O.4 Carry out an environmental impact assessment.
O.5 Refine overall plan, log-frame and budget for the
main implementation period.
0.1 identify a menu of intervention options (e.g. breed of
cow, feeding systems, credit options, processing and
marketing) which will be implemented along the value
chains.
0.2 Facilitate the identification, targeting and promotion
of specific improved technologies and organizational
and institutional innovations to develop the dairy value
chains of selected regions.

WP4

WP5

WP6

Enhanced
organizational
capacity and enterprise skills of
dairy value chain actors with
capacity to adopt/promote new
technologies
Enhanced service delivery and
support of institutional actors
on climate smart innovation,
and knowledge management
along the dairy value chain
Increased
access
to
information and knowledge on
CSA practices, tools and
approaches for the wider public

Improve the capacity of the actors along the value chains
and of the support services at village to national levels
so as to develop the selected dairy value chains and to
respond to changes in market and natural resources
conditions within and beyond the target areas.
Improve the research and development capacity of key
national institutions so they can have the capacity to
provide information in the short term in support of project
dairy value chains and in the longer term to provide
information to guide national policy.
Facilitate the promotion of principles and good practices
for the development of dairy value chains.

Figure 1: Interactions between WPs

5. Management Structure and Procedures
5.1 Project Organizational Structure

Figure 2: Project Management Structure

9|Page

5.2 Project Roles and Responsibilities
5.2.1. Project Coordinator
The project coordinator (PC) is Dr Lance O’Brien, Teagasc, Ireland. The PC has the overall
responsibility for the progress of the project and ensures that the objectives of the project are
met.
According to paragraph 1.6 of the GC, the main tasks of the PC are to:
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monitor that the action is implemented in accordance with this contract and ensure
coordination with all beneficiary(ies) in the implementation of the action;
be the intermediary for all communications between the beneficiary(ies) and the
contracting authority;
be responsible for supplying all documents and information to the contracting
authority which may be required under this contract, in particular in relation to the
narrative reports and the requests for payment. Where information from the
beneficiary(ies) is required, the coordinator shall be responsible for obtaining,
verifying and consolidating this information before passing it on to the contracting
authority. Any information given, as well as any request made by the coordinator to
the contracting authority, shall be deemed to have been given in agreement with all
beneficiary(ies);
inform the contracting authority of any event likely to affect or delay the
implementation of the action;
inform the contracting authority of any change in the legal, financial, technical,
organisational or ownership situation of any of the beneficiary(ies), as well as, of
any change in the name, address or legal representative of any of the
beneficiary(ies);









be responsible in the event of audits, checks, monitoring or evaluations, as
described in Article 16 for providing all the necessary documents, including the
accounts of the beneficiary(ies), copies of the most relevant supporting documents
and signed copies of any contract concluded according to Article 10;
have full financial responsibility for ensuring that the action is implemented in
accordance with this contract;
make the appropriate arrangements for providing the financial guarantee, when
requested, under the provisions of Article 4.1 of the special conditions;
establish the payment requests in accordance with the contract; j
be the sole recipient, on behalf of all of the beneficiary(ies), of the payments of the
contracting authority. The coordinator shall ensure that the appropriate payments
are then made to the beneficiary(ies) without unjustified delay;
not delegate or subcontract any, or part of, these tasks to the beneficiary(ies) or
other entities.

5.2.2 National Steering Committee
The National Steering Committee (NSC) is chaired by the Minister for Agriculture (SoE) or
representative. The Committee will assist the Project Manager and project implementation
teams to address strategic issues and provide overall guidance for the strategic
implementation of the project and the preparation of the annual programme of work and
budget. The NSC will meet quarterly.
Specifically, the NSC will:
 Ensure that all approved interventions under the project are in line with the agreed
GC;
 Approve the annual work plan and budget prepared by the PM in association with the
PMC ensuring that resources are deployed to their most productive use;
 Review periodic progress, monitoring and evaluation reports to assess project
development;
 Ensure that project activities are aligned with national and regional research and
development priorities;
 Identify gaps in value chain research and development which may be filled within the
project logic framework;
 Create synergies with major government programs.
The procedures of the NSC include the following:
 The NSC will have members from the following stakeholders:
o MoA AED, NARI, HAC, Teagasc, Vita, EIDP, EUDE, FAO.
 The quorum for the NSC will be four member institutions;
 The NSC will meet quarterly and members will need to devote some additional time
reviewing project documentation;
 The PM will provide secretariat services to the NSC. These will include; o Circulation of relevant material to members in good time for preparation for each
meeting.
o Drafting of agendas for agreement with the Chairperson.
o Keeping of minutes and recording of decisions made.
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o

Reporting on progress on project implementation.

Table 2: NSC Members
Organization Name

e-mail

MoA
MoA AED

Minister Arefaine Berhe
Mr Heruy Asgedom

arefaineb202@gmail.com
asgedomheruy@gmail.com

NARI

btsegay43@gmail.com

HAC

Mr. Tsegay
Berhane
Prof. Woldeamlak Araia

Teagasc
EUDE
FAO
Vita

Dr Lance O’Brien
Mr Kahsay Josief
Mr Haile Seyoum
Mr John Weakliam

Lance.obrien@teagasc.ie
Yosief.KAHSAY@eeas.europa.eu
Seyoum.Haile@fao.org
John.weakliam@vita.ie
vita.eritrea@gmail.com

EIDP

Mr Iyassu Ghebrerufael

Secretariat

Mr Kahsay Negash

phone

woldearaiahac@gmail.com
+353872376647

negashk@gmail.com

5.2.3. Programme Management Committee
The Project Management Committee (PMC) is chaired by the PC and is the principal
decision making body. The PMC is responsible for strategic planning and overall direction of
the project and the successful completion of all project deliverables.
The Committee will comprise one representative from each of the international and national
project partners, and one from the study Zobas. In addition, the PM and project international
consultants will be invited to attend each meeting..
Specifically, the PMC will be responsible for:
 Ensuring that all approved interventions are in line with the Grant Contract (GC) and
Consortium Agreement (CAg).
 Overseeing strategic planning and direction of the project.
 Recommending the annual work plan and budget for approval by the NSC.
 Reviewing of the project's progress, go/no-go decisions and suggestions for
improvement.
 Approving the quality and appropriateness of key critical deliverables, as defined in the
work plan.
 Overseeing dissemination of project outputs.
 Helping resolve any competing priorities or other areas of disagreement that may arise
from time- to- time and escalate issues as appropriate.
 Approving replacement or addition of consortium participants if the case should arise.
 Considering reports and recommendations from the PM on project risks every six
months
 Considering reports from the PM on IPR and knowledge management.
The procedures of the PMC include the following:
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The PMC will have representation from the following:
o Teagasc, LUKE, UCD, UCC, SHA, Vita, MoA AED, NARI, HAC, EIDP, study
Zobas (one representative representing the three Zobas), international
consultants, PM.
The PMC will be chaired by the PC
The PMC will meet every quarter.
Two-thirds of the PMC members must be present to establish a quorum. If not, the
meeting needs to be rescheduled within 15 calendar days.
Decisions of the PMC shall be taken by consensus. If, however, consensus cannot be
reached, voting will occur by simple majority. In case of a tie vote, the PC will take the
final decision.
The Chairperson must give notice 30 calendar days prior to holding a face-to-face
meeting or 7 calendar days prior to holding a teleconference.
A special meeting may be called if at least half the members of the PMC request one.
The PM will provide secretarial services to the Committee. These will include:
o circulation of agendas and associated documents to Committee members 14
calendar days prior to meetings
o Preparing written minutes of meetings and making them available within 15
calendar days of the meeting; Committee members may comment on the
minutes up until 30 calendar days after the minutes have been made available,
following which they are considered approved.
o All Committee members may submit items for inclusion on the agenda within
five days following issuing of notice of meeting.

Table 3: PMC Members.
Organization
Name

e-mail

phone
+353872376647

Teagasc
UCD

Dr Lance O’Brien
Prof Jim Kinsella

lance.obrien@teagasc.ie
James.kinsella@ucd.ie

UCC
Luke
SHA

Dr Stephen Onakuse
Dr Mila Sell
Ms Joanne Walsh

s.onakuse@uccc.ie
Mila.sell@luke.fi
Joanne.walsh@selfhelpafrica.ie

Vita

Mr John Weakliam

John.weakliam@vita.ie

EIDP
MoA AED

Mr Iyassu Ghebrerufael
Mr Kahsay Negash

vita.eritrea@gmail.com
negashk@gmail.com

Dr Getachew Gebru

ggebru09@gmail.com

Zoba

Consultant

The Role of the Project Manager should be included here
The Project Manager will be critical to the success of the project by overseeing the quality and
timely delivery of the agreed activities along with the programme organization, coordination,
reporting, marketing and tracking of finances. The role requires excellent management and
networking skills to establish and build links with European and National stakeholders, external
experts and suppliers, and actors all along the Eritrean dairy value chain.
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Key tasks are as follows:


Liaise closely with the EU Delegation Office in Asmara to ensure that all requisite
standards and requirements are fully implemented and to ensure that all project team
members are aware of EU funding rules, regulations and eligibility criteria



Use initiative and be pro-active in identifying and executing the programme of activity,
and drafting/preparing documents, seeking approval from the Coordinator/National
Steering Committee/National Project Management Team where appropriate.



Encourage and support the contributions of project staff and project collaborators by
developing/sustaining appropriate structures for consultation, decision-making and
communication with all staff and partners associated with the project and beyond.



Provide written and verbal feedback to the Coordinator/National Steering
Committee/National Management Teams and relevant subcommittees on the project
actions, and provide administrative support to those committees through the timely
preparation and distribution of notices, agendas and minutes, and confirmation of
venues or tele-conferencing/Skype arrangements.



Oversee overall resource distribution and associated expenditure; ensure timely
internal and external project audits; monitor project finances, financial controls and
reporting, in line with the Grant Agreement and Consortium Agreement and the specific
provisions of the relevant annexes in conjunction with the dedicated Research Project
Accountant.



Assist the Project Coordinator and project partners/associates in the effective and
timely recruitment of agreed staff to the project, including relevant publicity, advertising,
marketing and arrangements for the recruiting process via the project website.



Manage all staff within the project, including performance management, staff
development, appraisal, induction and succession planning.



Provide administrative support to the Project Coordinator and project team in the
organisation, undertaking and follow-up of the initial workshop, conferences, project
planning reviews, monthly e-seminars, training modules, workshops and all other
project activities.



Facilitate visits to Eritrea and to in-country project sites for all international team
members.



Facilitate and promote the development of intra- and interdisciplinary activity within the
project so as to facilitate the development of new innovative solutions.



Draft, prepare, and submit project documentation, including reports to EU, integrate
and coordinate contributions from project partners, consortium agreement and other
relevant agreements.



Maintain project plan, including tracking progress against Gantt Charts, updating plans
to reflect progress, monitoring progress in communication with team members,
ensuring conformance with deliverables and milestones and report regularly to
Teagasc and Steering Committee.
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Take full financial responsibility and control for the project budget to ensure effective
expenditure within project procurement and financial regulations in line with best
practice.



Ensure that appropriate arrangements are in place to account for and maintain the
physical assets and resources of the project, e.g. manage the project asset register,
allocated space, vehicles and other equipment etc.



Ensure administration and management information is available as required by
Teagasc and the Steering Committee.



Report progress to Management Team, adapt plans and recommend updates.



Represent the project internally and externally and engage in the promotion of project
objectives in conjunction with the management team.



Maintain dedicated project electronic resources, including project website and other eresources, document archives. Oversee marketing and publicity activities and maintain
all data in relation to the project.



Put in place effective communication channels to ensure ongoing and timely
communication with project teams, key national stakeholders and external parties.



Develop collaborations with international and national stakeholders and develop
strategic alliances with partners and with other institutions both nationally and
internationally.



Ensure compliance with best practice with all relevant policies and procedures within
the project.



Have knowledge of and be responsible for health and safety matters within the project,
particularly the establishment of safe working practices.



Undertake any other duties as assigned from time to time by the Project Coordinator.

5.2.4. Work Package Leaders (WPLs) and Task Leaders (TLs)
The WP Leaders (WPLs) and the Task Leaders (TLs) will be responsible for the detailed
implementation of the work packages and tasks and preparation of the corresponding
deliverables and milestones. The WPLs perform operative management at the level of their
work package and are responsible for the following activities:
 Prepare and maintain an annual work plan for the work package.
 Monitor the progress of all WP participants and their compliance with both the GC and
the CAg.
 Ensure day-to-day administration and financial coordination of the WP.
 Review and analyse risks related to the WP on a permanent basis and coordinate the
design and follow up of contingency plans.
 Organise regular feedback with the WP task leaders and involved project partners.
 Review and report on a regular basis WP progress and any possible delays to the PC.
 Contribute to the content of the technical periodic reports as requested by the PC.
 Report WP results to the PMC every three months.

15 | P a g e

Table 4: Work Package Leaders
WP

Title

Organisation

WP leader name

1

Design, Implementation, Management and
Co-ordination

Teagasc

Dr Lance O’Brien

2

Project Implementation Plan (PIP)

Teagasc

Dr Lance O’Brien

UCC

Dr Stephen Onakuse

3

Improved climate smart dairy farming
production and productivity leading to
enhanced supply of quality dairy
products, improving household income
and generating employment along an
equitable value chain

4

Enhanced organizational capacity and
enterprise skills of dairy value chain actors
with capacity to adopt/promote new
technologies.

Consultant

Dr Getachew Gebru

5

Enhanced service delivery and support of
institutional actors on climate smart
innovation, and knowledge management
along the dairy value chain

UCD

Prof Jim Kinsella

6

Increased access to information and
knowledge on CSA practices, tools and
approaches for the wider public

LUKE

Dr Mila Sell

5.2.5. National Project Advisory Committee (NPAC)
Table 5: NPAC Members
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6. Project Communication
6.1 Internal communication
Internal communication is considered the communication within the Consortium.
6.1.1 E-mail
Many people may be working on a number of different projects and are likely to receive
numerous emails every day; therefore, a standard subject title is proposed. This helps to
quickly recognise the project-related emails. Project-related e-mails should include in the
subject title: ‘CSARIDE’ and WP number (if applicable) followed by a more specific description
of the subject.
All of the project mailing lists can be found in the project Dropbox together with the contact list.
Required changes can be sent to lance.obrien@teagasc.ie.
6.1.2 Dropbox/Internal Communication Platform
A Dropbox was set up to act as repository for all working documents, minutes and reports. The
address of the Dropbox is: ……………..
Every member of the Consortium has access to the Dropbox. In case of problems/need for a
new account, please contact: lance.obrien@teagasc.ie.
There are different permission levels. The PC and WP leaders can use the site to
read/download/edit/ upload (final) documents. Other partners can use it to read and download
project documentation. In case they want to upload a final document, they can contact their
WP leader or the PC.

6.2 External Communication
External communication is considered is all communications directed to parties outside the
consortium, including target groups of the project, stakeholders, the EUDE and all other
interested parties. Communication of project results is an important part of the project. You will
find more information in the project Communication and Dissemination Plan.
6.2.1. Project Website
The project website is set up for external communication purposes. It can be found at
………..The project website is created with information about the project, its objectives, results,
partners and events.
6.2.2 General Requirements
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You are requested to indicate at all times that the project has received funding from the
European Union, using the following:
(a) Display the EU emblem (When displayed together with another logo, the EU emblem must
have appropriate prominence):
(b) Include the following text (Disclaimer):
‘This project (CSARIDE) has received funding from the European Union’s DeSIRA Initiative
under grant agreement No FOOD/2019/411-806’.
‘The opinions expressed in this document reflect only the author’s view and reflect in no way
the European Commission’s opinions. The European Commission is not responsible for any
use that may be made of the information it contains.’
(c) Include the project logo
You can find the logo in the Dropbox once finished. It is recommended to always place the
project logo on the front page of the document and the EU logo at the left side of the footer of
the first page in the document.
6.2.3 Specific Project Presentation
You will find the standard CSARIDE PowerPoint presentation that can be used in external
communication in Dropbox.

6.3 Document Standard/Templates
All public documentation must conform to the document standards provided by the PC. The
document standard could be used for:
- Official EU reports;
- Public documents produced by the Consortium;
- Project deliverables (in a report format); and
- Any documents that are declared as public by the Consortium.
All project templates (deliverables, presentations, document standard) are saved in Dropbox.
For internal project documents, it is also advised to apply this standard, such as for WP
meeting agendas and minutes.
Document Titles
All document titles need to conform the standards provided in table 6 below.
Table 6: Standard document titles
Deliverables
First letters
Underscore
Next letters
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CSARIDE
_
Deliverable number [Dx.y]
[x=WP number,
y=deliverable number]

Meetings

Conferences

CSARIDE

CSARIDE

_

_

Type of document (i.e.
Agenda, Minutes,
Presentation) In case
of presentation,
include WP number.

Event title

Underscore

_

_

_

Next letters (for
presentation only)
Underscore

Short explanatory title for
the document.

Date and location of the
meeting

Date and location of
the meeting

_

_

_

Short name of
organisation and
Initials of presenter

Next letters

Underscore
Next letters

_

_

"v" and number of revision
of this specific report
[v0.1=draft version,
v1.0=final version]

"v" and number of
revision of this specific
report
[v0.1=draft version,
v1.0=final version]

Short name of
organisation and
Initials of
presenter

_
"v" and number of
revision of this
specific report
[v0.1=draft version,
v1.0=final version]

.

Deliverable documents:
[CSARIDE_Dx.y_Title_v0.1]
example: CSARIDE_D1.1_Project Handbook_v0.1
Meeting documents:
[CSARIDE_Type of Doc_Location_YYYYMMDD_Organisation_Initials)_v0.1]
example: CSARIDE_Agenda_Carlow_20200512_Teagasc_LOB_v0.1
Conference presentations:
[CSARIDE_Event_Location_YYYYMMDD_Initials/Organisation_v0.1]
example: CSARIDE_KickOff_Asmara_20200512_KN/MoA_v1.0

7. Reporting
The following types of reports will be required throughout the lifetime of the project:
- (Internal) progress report(s) (financial & technical progress);
- Interim report(s) to the EUDE (financial & technical progress).

-Final reports (financial & technical).
7.1 Reporting Calendar
To ensure timely submission, the partners should respect the following deadlines:

Table 7: Reporting Calendar
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Kind of report

Period covered

Template
ready by and
uploaded to
Dropbox by
CO

Deadline to
send to
Coordinator

By whom?

Finalised
and
submitted to
EUD by CO

Internal
Progress Report
No. 1
Interim Report
No. 1

3rd Feb 2020-2nd
Aug 2020 (M01M06)
3rd Feb 2020-2nd
Feb 2021 (M01M12)
3rd Feb 2021-2nd
Aug (M13-M18)

Aug 2020
(M06)

Sept 2020
(M07)

WPLs

n/a

Feb 2021
(M12)

Mar 2021
(M13)

WPLs

2nd April
2021 (M14)

Aug 2021
(M18)

Sept 2021
(M19)

WPLs

n/a

3rd Feb 2021-2nd
Feb 2022) (M1324)
3rd Feb 2022-2nd
Aug 2022 (M25M30)
3rd Feb 2022-2nd
Feb 2023) (M25M36)
3rd Feb 2023-2nd
Aug 2023 (M37M42)
3rd Feb 2023-2nd
Nov 2024 (M37M52)
3rd Feb-2020-2nd
Nov 2024 (M01M52)

Feb 2022
(M24)

Mar 2022
(M25)

WPLs

2nd April
2022 (M26)

Aug 2022
(M30)

Sept 2022
(M31)

WPLs

n/a

Feb 2023
(M36)

Mar 2023
(M37)

WPLs

2nd April
2023 (M38)

Aug 2023
(M42)

Sept 2023
(M43)

WPLs

n/a

Nov 2024
(M52)

Dec 2024
(M53)

WPLs

2nd Jan
2025 (M54)

Nov 2024
(M52)

Mar 2025
(M56)

PC

2nd May
2025 (M58)*

Internal
Progress Report
No. 2
Interim Report
No. 2
Internal
Progress Report
No. 3
Interim Report
No. 3
Internal
Progress Report
No. 4
Interim Report
No. 4
Final Report

* In accordance with Article 15.2 of the GC, the deadline for submission of Final Report is
extended from the standard three months to six months where, as is the case with CSARIDE,
the Coordinator’s HQ is not located in the country where the action is implemented.
7.2 Internal Progress Reports
Internal progress reports are compiled every six months. A progress report is an internal project
document, meaning that it is not sent to the EUDE. The objective of this internal report is to
monitor project expenditure and technical progress. It should be a brief summary of the
technical work completed as well as a brief explanation for any deviations (budget and content)
from the DoA.
An internal progress report includes:
- A description of the technical progress, per work package:
The PM in consultation with the WPL’s is responsible for gathering all information about the
technical progress in their WP from their task leaders and compile a WP report before sending
it to the PC.
-A financial overview from each partner:
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The process for completing the financial overview is as follows: 1) The PC provides an Excel
template a month before the deadline; 2) This template should be filled out by all the
consortium partners. This excel sheet provides the PC with valuable information needed for
monitoring purposes and management reporting; 3) The PC consolidates the information
provided and sends the complete report to the consortium for review. Again, it will not be sent
to the EUDE.

7.3 Interim Report
The template for the Interim Narrative Report is contained in Annex VI of the Grant Contract
(GC).
The Interim Financial Report consists of:
 A detailed breakdown of expenditure covering the reporting period for each partner.
This financial statement must detail the eligible costs for each budget category. Each
partner and linked third parties must declare all eligible costs, even if costs exceed the
amounts indicated in the estimated budget;
 A forecast budget for the subsequent reporting period;
 Request for further pre-financing payment (Annex IV of GC).

7.5 Final Reports
In addition to the periodic report for the last reporting period, the PC must submit the final
report no later than three months after the implementation period (extended to six
months where the Coordinator’s HQ is not located in the country where the action is
implemented). The Final Narrative Report Template is available in Annex VI of the GC.
The PC compiles this final narrative report in consultation with the partners.
A ‘final financial report’ containing:
 A ‘final summary financial statement’ consolidating the individual financial
statements of the partners for all reporting periods;
 A ‘certificate on the financial statements’ for each partner.

7.6 Financial Reporting in Detail
7.6.1 Budget
The budget contains the estimated eligible costs, broken down by Partner (and linked third
parties) and budget category.
The budget is based on estimated costs and person months. Frequent internal reporting
assures that these budgets are monitored well and that under- and over spending is noticed
at an early stage. Please note that in reporting, actual costs must be reported and not budgeted
ones.
The budget categories are listed in the EU GC, Article 14.2. These are:






Costs of staff assigned to the action
Travel and subsistence costs
Equipment and supplies specifically dedicated to the action
Depreciation, rental or leasing costs
Consumables
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Costs of services, supply and work contracts awarded
Miscellaneous costs directly from the contract requirements
Duties, taxes and charges
Overheads.

7.6.2. Keeping records- supporting documentation (Article 16.7 of the GC)
Each partner must — for a period of five years after the payment of the balance -keep records
and other supporting documentation in order to prove the proper implementation of the action
and the declared costs to be eligible. The documents need to be the original documents. Digital
and digitalised documents are accepted if national law accepts these documents as originals.
The partners must keep the records and documentation according to their usual cost
accounting practices and internal control procedures. There must be a track between the
amounts declared, the amounts recorded in accounts and the amounts stated in the supporting
documentation (audit trail).
For the different cost categories, consider the following documents:
Direct personnel costs:
 Monthly signed time sheets (7.6.3. Time recording);
 Proof of paid salary;
 Labour contracts.
Other direct costs (travel costs and related subsistence allowances, equipment costs, costs
of other goods and services):
 Quotations (sub)contracts;
 All receipts of expenditure;
 Meeting documents: signed presence lists, minutes, agenda;
 Calculations of depreciation costs charged to the project.
Direct costs of subcontracting:
 Quotations (sub)contracts;
 Signed (sub) contracts.
7.6.3. Time Recording
For personnel costs (declared as actual costs or on the basis of unit costs), the partners must
keep time records for the number of hours declared. The time records must be in writing and
approved by the persons working on the action and their supervisors, at least monthly. The
time recording can be done by using a timesheet on paper or in a computer-based system.
Beneficiaries may use their own model, provided that it fulfils the minimum conditions and it
contains at least the information detailed below.
Time records should include:
 Title and number of the project, as specified in the EU GC;
 Partners full name, as specified in the EU GC;
 Full name, date and signature of the person working for the project;
 Number of hours worked for the action in the period covered by the time record;
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Supervisor’s full name and signature;
Reference to the WP described in the DoA to easily verify that the work carried out
matches the work assigned and the person-months reported to the action.

Information included in timesheets must match records of annual and sick leave taken, and
work-related travel.
7.6.4. Budget Transfers
With the consent of the PMC, a re-distribution of person-months between partners may be
considered. This re-distribution is allowed without requesting an amendment provided that it
does not imply a substantial change to the action as described in the EU GC. All other reallocations of budget items need to be discussed in order to decide whether to apply for an
amendment to the EU GC.
The maximum grant amount (EU GC (Special Conditions): Article 3) cannot be
increased.
7.6.5 Payments
The following types of payments are foreseen:
Pre-financing at the start of the project: €1,421,142.
Pre-financing funds remain EU property until they are ‘cleared’ against eligible costs accepted
by the EUDE.
Further pre-financing payments of €2,178, 858 following the approval of the interim reports:
Final payment following the approval of the final report of €400,000.
The final payment will be transferred after the approval of the final report and consists of the
difference between the calculated EU contributions (on the basis of the eligible costs) minus
the amounts already paid.

7.6.6 CSARIDE Financial Support Package
The CSARIDE Financial Support Package is available on the project Dropbox. This package
includes the following:
1. Handbook of “CSARIDE Financial Reporting”, covering the following:
- Cost forms in DeSIRA
- Eligible versus non-eligible costs
- Direct and indirect costs in DeSIRA (employees, timesheets)
- Personal costs (in-house consultants, SME owners and natural
persons)
- Third- party assistance
- Other direct costs
- Funding rates
- Receipts
- Payments from the EU
- Financing, financial reporting and CFS.
- Certification of costs in DeSIRA
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-

2.

Roles: overview and rights of the roles for financial reporting
General procedure for financial reporting
CSARIDE internal procedure for financial reporting with concrete
timetable.
Financial reporting templates:
- Interim report template
- Certificate on the Financial Statements (CFS) template
- Certificate on the Methodology (CoMUC) template.
- Annotated Model Grant Agreement .

8. Deliverables and Reporting Review Process
8.1 Deliverables Review Process
Project deliverables in the form of written reports to the EUDE (with the exception of the
interim or final reports) serve as the outcome of work package technical progress. The
intention of the deliverable review process is to ensure that the documents have been
reviewed by a broad spectrum of individuals.
WPL’s with the PM are responsible for reporting on their WP deliverables. Before the month
of the deliverable deadline, the WPL, the PM and the author discuss which internal expert will
review the first final draft version at the same time the WPL reviews it. The WPL and PM
approaches the internal expert for confirmation.
On the first day of the month of the deliverable deadline, the author sends the first final draft
version of the deliverable to their WPL, the appointed internal expert and the project
coordinator. Within the following two weeks, the WPL and the appointed internal expert review
the first final draft version of the deliverable. On the 14th of the month of the deliverable
deadline, they must send their comments to the author. Then the author has one week to
adjust the document where necessary.
Table 8: Timetable of quality review process
Submit date

Action

Before the month of the deadline, the author discusses with the WPL which internal expert will be
asked to review the first final draft of the deliverable. Commitment from this will need to be
confirmed.
1st of the month of deadline
deliverable

Author sends the first final draft version of the deliverable to the WP
leader, the appointed internal expert and the project coordinator

2 weeks: The WPL (first reader) as well as the appointed internal expert review the deliverable
separately and provide comments.
14th of the month
deliverable deadline

24 | P a g e

of

WPL and internal expert send their comments to the author

1 week: Author adjusts the deliverable where necessary.
21st of the month
deliverable deadline

of

Author sends the second final draft version of the deliverable to the
project coordinator

1 week: Coordinator does a final check.
Last working day of the
month

Project coordinator uploads the final document to Dropbox and
submits to EUDE.

Final version of all deliverables will be uploaded and saved on Dropbox. If the deliverable is
marked as ‘public’, this version must be communicated to the leader of WP6 for online
publishing.

8.2 Review of Interim Technical Reporting
The intention of the Report Review Process is to ensure that the document has been reviewed
by a broad spectrum of individuals against a well-defined set of criteria. These criteria are
defined by the PC and posted to the Dropbox (under folder Deliverables).
The timing and procedure for the review of the Narrative Report (where T is the contractual
delivery date and the number represents the calendar days) has the following main steps:
•
•
•
•

•
•
•
•

T-35 Task Leaders ensure that all data and input are sent to the WP Leaders.
T-30: WP Leader working with the PM sends consolidated task data to the Coordinator.
T-20: PC consolidates all data from the relevant WP leaders and sends it to two
reviewers.
T-10: Reviewers send comments to the PC as a track changed document. The
reviewers are responsible for performing quality assurance whereby the document will
be assessed according to specific quality criteria. The criteria are based on the contents
of the deliverables, the yardsticks/quantitative measures of progress and risk analysis,
and contingency plan columns of the work plan. The PC must agree with the comments
of the reviewers. In case of discrepancy, a third reviewer will be consulted.
T-03: The PC sends the revised document to reviewers for final review. If in the case
the document fails to match the QA criteria, the PMC will be notified whereby it will set
out steps to be taken to improve the report’s quality.
T-00: Reviewers confirm document is accepted.
T+15 Acceptance of the PMC.
The PC must submit the final version of the report.

9. Dissemination: External Communication
9.1 Dissemination of Results and Open Access
The partners must - as soon as possible (but not before a decision on their possible protection)
— disseminate their results (i.e. make them public). Some of the classic forms of dissemination
are:
 Website;
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Peer reviewed publication (open access);
Presentation at a scientific conference.
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The dissemination measures should however be consistent with the ‘Communication and
Dissemination Plan’ and proportionate to the impact expected from the action. When deciding
on dissemination, the partners must also consider the other partners’ legitimate interests.
9.1.1 Open Access to Scientific Publications
Each partner must ensure open access (free of charge online access for any user) to all peer
reviewed scientific publications relating to its results. In particular, it must:
 As soon as possible and at the latest on publication, deposit a machine-readable
electronic copy of the published version or final peer-reviewed manuscript accepted for
publication in a repository for scientific publications. Moreover, the partner must aim to
deposit at the same time the research data needed to validate the results presented in
the deposited scientific publications.
 Ensure open access to the deposited publication — via the repository — at the latest:
on publication, if an electronic version is available for free via the publisher, or within
six months of publication (twelve months for publications in the social sciences and
humanities) in any other case.
 Ensure open access — via the repository — to the bibliographic metadata that identify
the deposited publication. The bibliographic metadata must be in a standard format and
must include all of the following: the terms ‘European Union (EU)’and ‘2018 DeSIRA
Initiative’; the name of the action, acronym and grant number; the publication date, and
length of embargo period if applicable, and a persistent identifier.
9.1.2 Open Access to Research Data

All research data will be made openly available. Data needs to be stored and archived
9.1.3 Dissemination Rules
The partner wishing to publish, present or disclose information about the project must follow
the following procedure:
Email at least 45 calendar days before publication/disclosure of information to the whole
consortium. Provide the foreseen title, list of contributing authors, abstract of the content and
the purpose of the publication. Any objections to the planned publication can be made within
30 calendar days after receipt of the notice; if no objection is made within the time limit stated
above, the publication is permitted.
An objection is justified if:
 the protection of the objecting party’s results or background is adversely affected.
 the objecting party’s legitimate academic or commercial interests in relation to the
results or background would be significantly harmed;
 the publication contains Confidential Information of the objecting Party.
The objection has to include a precise request for necessary modifications. The objecting
partner can request a publication delay of not more than 90 calendar days from the time it
raises such an objection. After 90 calendar days the publication is permitted, provided that
confidential information has been removed from the publication as indicated by the objecting
partner. A partner shall not include in any dissemination activity another partner’s results or
background without obtaining written approval, unless they are already published. The author
informs the Coordinator when the planned publication has been accepted for publishing (for
monitoring proposes).
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9.1.4 Dissemination Register
The purpose of documenting project-related dissemination actions is to track progress against
the initial Dissemination Strategy Plan and to report dissemination progress to the EUDE.
The Leader of WP6 maintains a consolidated Dissemination Register (document) on an ongoing basis and makes it available to the partners via the Dropbox.
Throughout the duration of the project, the partners report any project-related dissemination
including web articles, presentations, interviews and the like to the WP6 Leader according to
the template available on the Dropbox. Partners also upload their individual publications
directly to the public website.

9.1.5 Check of Publications
All publications (including abstract, scientific paper, presentation, press release or similar
document to disseminate to any individual group outside of the consortium) will be subject to
a ‘Check of Publications’. The purpose is to guarantee the right of protection of knowledge for
consortium partners.
The author of the publication is responsible for initiating the Check of Publications procedure.
The PM is responsible for monitoring the procedure and ensuring that the rules of the GC and
the CAg are followed in the event that a project member justifies an objection to the given
publication.
9.1.6 Procedure and Timing
1. The author emails the WP6 leader (with subject: CSARIDE Publication) which includes
foreseen title, list of contributing authors, destination (where to publish), an idea of the
content (e.g. abstract) and the purpose of the publication (e.g. “publication of first
results of XX’s”).
2. The WP6 leader will establish a small dissemination board DB which will be responsible
for coordinating, recording and reporting on the dissemination and exploitation activities
of the project results. The DB is also responsible for the educational activities of the
project. WP6 leader will maintain a consolidated Dissemination Register (document)
on an on-going basis and make it available to partners via the Project Portal.
3. The DB members individually identify if the intended publication presents a conflict of
interests through use or publication of confidential information. Any Partner may object
to the publication; however, they must justify their objection. Moreover, the Partner
must object in writing to the author.
4. The author informs the PC and WP6 leader when the planned publication has been
accepted for publishing (for monitoring purposes).
5. The author adds the publication to the Publications section of the Public CSARIDE
Website.

28 | P a g e

9.1.7 Publications Acknowledgment
All publications shall include the following statement to indicate that the foreground was
generated with the assistance of financial support: ‘This project (CSARIDE) has received
funding from the European Union’s DeSIRA Initiative under grant agreement No
FOOD/2019/411-806’.
‘The opinions expressed in this document reflect only the author’s view and reflect in no way
the European Commission’s opinions. The European Commission is not responsible for any
use that may be made of the information it contains.’
The EU requires logos and/or a statement to be added for all project publicity and documents.

10. Intellectual Property Rights (IPR)
10.1. Access Rights
For a detailed description of Access Rights see CAg.
10.2. IPR Register
The purpose of documenting project-generated methodologies and technology components
derived from the CSARIDE Project is to facilitate exploitation once the project has ended.
The WP6 leader maintains a consolidated IPR Register (document) on an ongoing basis and
makes it available to the Partners via the Dropbox.
Throughout the duration of the project, the Partners report any project-generated
methodologies and technology components to the WP6 leader according to the template on
the Project Portal. Partners should also report to the WP6 leader any Third Party components
used by the CSARIDE Project. The topic of Third Party property rights is described in detail in
the CA and the GC.
10.3. Ownership and transfer of results
The basic rule: Results are owned by the partner whose employee(s) generated the results,
or on whose behalf the results were generated. Two or more partners own results jointly if:
• They have jointly generated them
• It not possible to establish the respective contribution of each party
• It is not possible to separate the results for the purpose of applying for, obtaining or
maintaining IP.

11. Risk Management
Risk management entails identification, assessment, and follow-up of threats and opportunities
likely to affect the project performance as a whole. Following a bottom-up approach, risks are
identified in cooperation with all WP/task leaders and assessed using a simplified system of 3
variables (minor, moderate and high).
Essential characteristics of each risk (description, trigger event, owner, etc.) are defined.
Actions addressed to affect probability and/or impact before the risk happens (mitigation plans)
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are defined for priority risks, and actions to be carried out if the risk happens (contingency
plans) are devised as well.
A risk registry is initiated at the project preparation phase (see the EU GA, DoA, Part A, page
47). Currently, the CO is working on updating this with collaboration of EB members and the
overall consortium to make it a comprehensive risk registry to be completed in M6. Yearly
updates are planned

12.1. Risk management register
If any risks are identified in the work, they should be communicated to PM as well as the
relevant
WP Leader and PC. Risks will be logged by the PC in a Risk Management Register. The PC
will undertake regular risk reviews with all work package owners. The Register is available on
the CSARIDE project Dropbox.

12.2. Product and Public Liability Insurance
Part of the CSARIDE project includes the installation of equipment in private sector
establishments and work with private sector organisations and individuals. This raises issues
of liability in the event of a problem occurring as a result of the item or the installation process
or advice provided. Whilst this is considered highly unlikely, it is prudent to ensure that there
is insurance in place should the need arise. All installers must be covered by their own public
liability insurance and beneficiaries should obtain a copy of the certificate for the project file.
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