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& otiZiiens What we will cover

Project Management in Proposal Phase (Pre-award)

Understand the legal documents and the contractual agreements
Simple tools and practices for monitoring project progress and
costs

 Project documentation for formal but also practical reasons

e Conduct effective project meetings

e Contract amendment and when you need them

e Have successful project reviews by the EC/Funding Agency
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» Single point of contact with PO
 Distributes funds
« Coordinates all activities

* Prepares all legal documents
« Communication w/ partners

« Mediates and resolves issues
between partners (if necessary)

®oleldella=ki0lf Or Participant?

Finanse edimektedi

e role of each

e Communications through COO
e Manages own funds
e Manage only own activities

e Reviews, approves signs
necessary legal documents

e Responsible own record
keeping
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From submission to invitation to a Grant

—C .,

Receipt of

Finalisation
proposals

Eligibility check Individual Consensus Panel report Final ranked list
Evaluation Report
Allocation of Reports Evaluation
proposals to (May be done Summary Report
evaluators (Usually remotely)
done Panel ranked list
remotely)

REPUBLIC OF TURKEY
-} /+/ MINISTRY OF INDUSTRY
7~ AND TECHNOLOGY

N4

TiBITAK




Lo RS
Q)P HorizoN 2020 Where we are .

financed by the
European Unicn and the Republic of Turkey

81 ve Torkiye Cu
Finanse edimektedir

What happens after you get the good news

8 months max

5 months max

Evaluation Info to beneficiaries:
report ready ESR (+ Invitation)

Call deadline Grant signature

Evaluation Preparatory work :
(e.g. informing E
Programme Committee, |
validation of participants)

i Pre-financing

;Accession
‘forms

Grant preparation
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& st Grant Preparation

The role of each one

e Consortium Agreement "T e Model Grant Agreement

¢ Rights and obligations of the partners. DES; e Between EC and Partners (COOR)
e Internal organisation e e Partners Committement
e Cannot conflict GA e Signed by EC and COOR | e
PARTNERS sign Accession Form =

Signed by authorised representatives

Preparation costs not eligible

Intellectual property rights.

No model by EC.

Use DESCA or other but can be
Obligat(.)ry_fof most Obliga:céry for all

Rules for implementing the action

EC provides Non negotiable Model

Must be signed prior to the Grant Agreement Must be signed before the start date of the
(GA). grant
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Consortium Agreement

Provisions

* General provisions: definitions, entry into force, duration, applicable law etc.

4 Obligations of partners: deadlines for deliverables and reports, information obligations,
U participation in meetings etc. and consequences of non-compliance
Internal organisation and decision-making: composition and duties of bodies

(corresponding to the size of the consortium), meetings, voting rules etc.

* Financial provisions: allocation of funding and transfer to the partners (e.g. payment
of pre-financing in instalments), handling of receipts and financial losses etc.

* Provisions on the handling of intellectual property rights: more detailed information about
the consortium's ability to specify the handling of intellectual property rights, access rights and

project results can be found under "Downloads" (see below).

* Other issues: liability, non-disclosure, dispute resolution etc.
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Grant Agreement

Your contract with EC

* Preamble — Participants e Annex 1 Description of the action

* Chapter 1 - General e Annex 2 Estimated budget for the action

* Chapter 2 — Action (name, acronym, start and e 2a Additional information on the estimated
duration of project etc.) budget

e Chapter 3 — Grant (max. amount and e Annex 3 Accession Forms

calculation of grant, funding rate(s),
eligible costs)

e Chapter 4 — Rights and obligations of the
parties (e.g. third party costs, documentation
obligations, reporting and payments,
checks/reviews/ audits and management of
intellectual property) e Annex 5 Specific rules in Draft MGA

e Chapter 5 — Division of roles and
responsibilities (within the consortium) 2 N

e Chapter 6 — Rejection of costs, reduction
of the grant etc.

e Chapter 7 — Final provisions

e Annex 4 Model for the financial statements
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& noiiiciono Grant Agreement

Whatisan amendment and when isit necessary?

e When?
¢ Significant changes to the GA:
change of partner ot coord,
change of Annex 1,2 ( activities,
budget)

e How?
e Through the EC Grant
Management System

e Who?

e All consortium participants
together, but only the
Coordinator can launch, sign
and submit.

*.  REPUBLIC OF TURKEY
MINISTRY OF INDUSTRY
AND TECHNOLOGY

Choose one of the options below

g Request for Amendment - Process revised! Mare info on the Online Manual and the IT HOW TO wiki.

including participation
ould lke Laun

@ Grant Agreement Termination by beneficiarfes
Attention! This ption

:‘ Formal Notification
Attentiont The us of theformal noification charnet s reserved fo secifc purposes ., for
ity 8 e et (UGA 5. B4 0 10 lomaLin o e SRatn
orm
»

23 Communication to the Project Officer
Atany time, wish to fnformaly exchange messages o ask question to the Service via the electronic
Sysem. 1y Qoo 4 Fiaed £ ah oo FYoc, o e coutog 10 the soges secionof 1t
process.

NOT necessary for:

e budget transfers covered by the budget flexibility
e name or address changes of a participant — done directly in
the Participant Register
e universal takeovers (merger/acquisition) of a participant
— done directly in the Participant Register
e changes of the banking details — done directly in the Participant

Register.
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Other Legal Documents

Non-Disclosure Agreements (NDA)

e The confidential information;
e Who has access to it;
e What they may do with it;

* how it will be kept confidential; NOT LEGAL ADVISE
e how long it will be kept

confidential;
e (penalties for breaking the
agreement) Make your Free
Non-Disclosure Agreement

Select a State Make document

MINISTRY OF INDUSTRY
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L kit Other Legal Documents

Memorandum of Understanding (MoU)

e MoUs are agreements in the form of
legal documents.

e Same affect as «Letter of Intent»,
agreement on good faith among the
signatories,on the basis that it is a fair NOT LEGAL ADVISE
and honest representation of their Signivell o
intentions.

* an MoU should identify:

Memorandum of Understanding (Free

L Sample)
e protocols for communication;
B . Here is What's in the Memorandum
e information exchange; G ETEEIT o= of Understanding:

« An agreement that covers terms and details of

an understanding between two parties

e reporting; f

e confidentiality issues, and :

e modifications and conditions
for terminating the agreement.

| Getthe Memorandum of Understanding ¥,
+" L+ REPUBLIC OF TURKEY i ’ -
i~ - MINISTRY OF INDUSTRY \ A4

» Sample agreement text that's easy to

customize and use

» Created (and approved) by legal experts
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& 5o Project monitoring

Set the mechanism in motion

* Deploy the PM mechanism

* Translate project documentation to
understandable and actionable instructions

e QOrganise everything in a single place

e |ntroduce templates to ensure consistency

* Educate and train partners to user it

« Communicate what is expected

e QOrganise frequent consortium meetings
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G oiiislin Project monitoring

The PM mechanism

e Described in Part B of DoA
e Detailed in CA (if necessary)

e Communicated to and approved T (C ) —

by all partners M‘J L =
e Coordinator is single point of %’______M_M__Jr _________ s
contact with EC services and PO A e s 7 |’\l
e WP Leaders and Task Leaders : o e e e O
must take ownership of outputs : ET 2] e S B B “f’v’&f&‘)’li :
and deliverables. G ) () ) ) ) () /-/,u
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& noiiizin Step 9: Proposal Preparation

Setup a productivity stack

A fully working template to help you
E HE WBS-Budget Template % & & b e = m @ ‘

File Edit View Insert Format Data Tools Extensions Help

| e ~& P 0% - $ % 0 00123+ Calbri - 10 - B

F19

| e (ame short Name | Country Type Pic Person-Month (PM)  PMonths|  Total Budget | Funding Rate Grant.
1 |COORD oo ™ SME 4,800.00 € 000¢€ 100.00% 0.00¢€
| 3 2 |parTNER1 PARL GR SME 4,70000 € 0.00€ 100.00% 000€
| 4 3 |parTNER2 PAR2 SME 5,500.00 € 000€|  100.00% 0.00€|
| s |a .wzmsn PAR3 SME 6,00000 €. o.mc' 100.00% oo0¢
. [ « 5 |PARTNER 4 PARA SME 8,00000 € 000€ 100.00% 0.00€/
.' [77 [fe feitis PARS RESEARCH 481900€ 000€|  10000% o0¢|
.- . 1 8 ; 3 ‘PARTNERG PARG RESEARCH [ 7,800.00 €| B.MC' 100.00% a.mcl
' o 8 |pARTNER7 oAR? puBLiC 550000€ 0o0€|  10000% oc0¢|
Zoom [ 0 s [pomans s awsen suome owe| womn| ome]
| BRLET) o— PARY ausen | 612000€ oo0€|  1moox amci
R — asi0 awsten so0000€ | owe| o ooe|
| o owe T owe
» @ Airtabl N| Notion  —=
@ Airtable _
|-
=
4+ = W Partners -  Contacts ~ WPs -  Deliverables ~  Gantt ~  WPs_PMs -  Budget - Explore <
.
Google Drive :
.
https://bit.ly/HE-template
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https://bit.ly/HE-template

®.. TURKEY. - ' I
& it Project monitoring

Translate Project Documentation

e Set up you PM Stack: your tools to manage the project

22 Dropbox Paper

: Confluence >y Airtable * Microsoft Teams
" 0%\ REPUBLIC OF TURKEY 1‘1 Jil’(]
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COOPERRTION, INNDURTION, COMPETITIVENESS

[\,
=lock.IS

DX.Y: Deliverable Name
Month/year
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Project documentation

Introduce templates for everything

]

Memo / Comm Template

EMIF52.1018 B Carmers NAUTLUS S 963524

we TIE

1. Title

i Tase | e v

2. Heading 2

B0y tex

Heading 2

3.1 Heading3
111 Heading4
ey e
. et

4. Agenda Schedule

Tobie

[ Message banner

autilus

EDUCATION & CERTIFICATION FRAMEWORK

R BLUE CAREER IN WATER

PRESENTATION TITLE HERE

SPORTS TOURISM

COMPETITIVE

© © NAUTILUS XLS Timeshoots TMP.xhex

TIMESHEET SUMMARY

“This project is co-financed by the
European Unicn and the Republic of Turkey

Bu proje Avrupa Birlli ve Tarklye Cumhuriyeti tarafindan
Finanse edimekdedic

p with b

sexErciARY

ACTIoNTITLE
[GRANT AGREEMENT NUMBER.

A 62AOA;

NAME OF PERSON

Fosmon

EXPENSE REPORT

ANECETSIN w1109 431215 M)120  M220  M530 MGA0  M7530  MIGIO  MP730  MIORID  MII90 B

BENERCIARY

ACTION ACRONYM

[sumius,

AcTIoN TITLE

|Education & Cartifcation Framewark: for Bug Caroar in Water Sports Toursm

(GRANT AGREEMENT MUMBER

[Ever-02-2018 81ue Caneers 1 Ga: s3524

NAME DFPERSON

PURFOSE OF EXPESSE (TRIF, MEETING,
e,

DESTINATION IPLACEY

it oaes
o [Rxpene Type [avaice [orptir [comier  [Pable o
e [
— |
et =
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COOPERRTION, INNDURTION, COMPETITIVENESS
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Conduct successful meetings

« Seta fixed time in the = LINTTETE @ - -

Tomplates  Import
INIC Digital Platform | plates  Imp: X

g #X: Minutes Template

calendar for meetings T

tom 2

u know you can add all kinds
¥ Participants A190  Custom 2
roadmap? Type / to open a list 5 2
Business strategy 12 Dasign 11
o Alw hav n n e
+ Stwarnn Docs & Reports 16
o @t NC Teknopark | Ege, Kemal Recommended v
Mosting #X: Minutes %3
Home Recent~ Spaces- People~ Apps Templates oa il
+ Explinth Ap Deveoment seocess
+ Presat s hacs s e ked
[ wic oighal platform INIC Digital Platform | A2 NIC Hub DP Prograss Reports
o Agree on e regulsr schedsuied Sorict mestings =1 ?mct slavlux
= ovenview Meeting Actions Dashboard Discussion toplcs o
. st o woten
[—— P em— BOdeyoly: ..
[5  tzmir Toknopark {Catogeren) and bow o
(5 Mesting Acticns Incomplete tasks from meetings We propoeed 7 siscks: Content design glossary
B paoes Description

© Arayss:anssue

> Getting started GAED (o prepare the following before next meeting at =119 Nov 2021

many new user profile tabs do we want? [ What information do we need to collect
tabs? Expert knowledge (for evaluators, coaches, mentors) Investors — do we need
else?

> Project Managemant Toolkit

> A2NIC Hub DP Implementation

> AZNIC Hub System

" ’ Master project
Decisions from meetings

documentation

~ A2 NIC Hub DP Progress Rep.

Page Title Decisions
+ Meating Actions Dashboard

V.1 Review & Planning Meeting

+ Roport #1 - Addressing M. Sorint7) " @ izmir NIC 1D, to add a new member to

=W _Report #X - Development
206V $E:Devaiprueny e % 1zmir NIC Teknopark will be more active in the SW development process.
+ Dev #2: Sprint 1 Planning w
\* Sprint 7 will take place on /15 Nov 2021 - 729 Nov 2021
+ Dev #3: Sprint 2 Planning

" Next Pre-Sprint meeting set for 22 Nov 2021 a1 10.00
« Dev #4: Sprint 3 Planning

, * Finish with decisions and

Y sprint Team will hold regular meetings, every week or more frequently to ensure common understanding.

+ Dev #5: August

+ Dev #6: Sprint 4 Planning

" Next Sprint meeting (unofficial) between EISENEEETISIIENTEN] and » Baha Tosun & team on =14 Oct 2021 a Ct I O n a b I e Itel I IS
+ Report #2: Development .

i Next official sprint meeting on 18 Oct 2021

ivod pages
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G oiiislion Wrap up the session! it

PM in Proposal Phase

 Coordinator or Participant

« Theroadmap to
participation in a Horizon
Europe proposal

 Proposal Preparation and
Project Management

« Understanding how
proposal writing works and
how to coordinator or join a
consortium
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This project s co inanced by the
European Unien and the Republic of Turkey
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Time to ask your
guestions!
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COOPERRTION, INNDURTION, COMPETITIVENESS
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