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Background

This deliverable was produced under co-finance of the EC LIFE Programme for the
Environment and Climate Change, in the framework of Action F1 "Project management by
NTUA" of the project with the title "A CIRCular economy system for multi-source BIOmass
conversion to added value products" and the project acronym LIFE CIRCforBIO (LIFE18
CCM/GR/001180).

Acknowledgements

LIFE CIRCforBIO team would like to acknowledge the European financial instrument for the

Environment (LIFE programme) for the financial support.

Disclaimer

The information included herein is legal and true to the best possible knowledge of the
authors, as it is the product of the utilization and synthesis of the referenced sources, for

which the authors cannot be held accountable.

~—
N
| —



Deliverable X.Y: Project Management Plan
LIFE CIRCforBIO - LIFE18 CCM/GR/001180

Table of Contents

ABBREVIATIONS AND ACRONYMS ......iiiiuiiiiiniiititeiiiiiniiiiteeiiiiseeiinieseiiiesssistesssistssssssessssssesssssees 5
EXECUTIVE SUMIMARY.....cuuiiitiiiiiiiiiiieiiiieeiiieieesreeassseeassesssassesrsaesssrenssssiensssstessssssssnssssssnssssennnss 6
1. INTRODUCTION ..ccuuiiiiiuniiiennisiienssisiessissmsssssirssssstessssssmsssssssssssssssssssssssssssssssssssssssssssssssssssssssssansss 6
2. PROJECT IDENTIFICATION ....iieuiiiiiiniiiieniiiieniiiiineietineisiiessieriesieisesssesssssssstessssssessssssesssssssnssssns 7
3. ACTIONS AND SPECIFIC OBLIGATIONS OF BENEFICIARIES ........ccceeuuiiieeiiiienciitieiinneecsneeensenesaaaens 9
3.1. Coordinating Beneficiary ROI€.......coeeeiiiiiiiee it 11
3.2. Associated Beneficiary ROIE .......ceue ettt 12
3.3, ACtioN LEAEI S ROIE...uiii ittt s s e s e e s bae e e eaen 12

4. PARTNERSHIP — OBLIGATIONS, DELIVERABLES, BUDGET........cccceuiiimmniiiiieiiineeiineeesinneeeesenenes 14
O - T 4 0 11 £ oY o YU UUPRNE 14
4.2. Obligations & Deliverables per beneficiary.......ccooocceciiiiiii i 14

5. PROJECT MANAGEMENT INSTRUMENTS AND TOOLS ......ccottmuiiiienniiiinnniiinessiiinsesssnsssssmensssnenes 15
5.1. Project Management STrUCTUNE ......ooiiiiiiiiiiiier e 15
5.1.1. Management CommItIee ......cooeiiiiiiiiiii 16
5.1.2. Steering COMMILEEE oo e e 17
5.1.3 Administrative COMMITEEE .....cvviiiiiiiiie it s 19
5.1.4. Technical ComMMItEEE .ooiiiiiei e e e s 19

5.2, ProJeCt MBEEINGS oo 20
5.3 IMIINUEES ettt e ettt e e e e s e ab et e e e e e s e ntr et e e e e e e e e nnreannnee 21

6. PROJECT REPORTING REQUIREMENTS........ciiiieiiiiieiiiiieiiiiniiieeisreeassneeessesssassssssnassseenasssnenns 22
6.1 Project Progress REPOItING ...cccce e, 23
6.1.1. Coordinating Beneficiary to LIFE Monitoring Team..........ccccovveeeeeeeccciiieeeeeeeeenns 23
6.1.2. Associated Beneficiaries reporting timing to Coordinating Beneficiary............... 23
6.1.3. Regular & proactive repPorting ......ccccvveeiieeei e e e re e e e e e eannes 24
6.1.4. Progress RepOrt struCtUre......ccooviiiiiiiii e, 24
6.1.5. POiNts Of atteNTION ..ouveiiiiiiiiicec e 25

6.2 Financial reporting basic prinCiples.......ccociiei i 26
6.2.1. Ineligible & eligible COSLS ....coiiuiiiiiiiiie e 27
6.2.2. Eligible costs & reporting of actual costs incurred .........cccceeeeciveeeecieee e, 27

6.3. Measures for an effective reporting ProCesS.......cccvveeeeeeeieeciiiieeeeeeeeeciirreeeeeeeeeervreeens 27

( 3 )



Deliverable X.Y: Project Management Plan
LIFE CIRCforBIO - LIFE18 CCM/GR/001180

6.4, Progress INAICAtOrS. ....uuii i e e e e e e s rber e e e e e s e snbrae e e e e e e e ssnnbnnneee e 28
6.5. Summary & timeframe of reporting & Payment .........cccceecieiiiiiiee e 29
7. CHANGES IN PROJECT IMPLEMENTATION ...cceuuiiiiimniiiienniiiiiieiiniiniiiienniineeniiieseenissntessssenes 31
7.1. General principles regarding Changes:.......ociiieeccciiiiiieee e e e nreeae s 31
7.2. Budget modifications: FIexibility rules ...........coocieiiiieiiiieieeeeeeee e 31
8. PROJECT’S ARCHIVES ......ccevvteereremreeneeenieeeemeemieemiesmiesmiessmesmiesmsssmeesssessmesssssssssssssssssssesssssssssssssssssns 32
9. PROJECT’S DOCUMENTATION ....cccetieiiiiieitieeeteetteeeieeseeessesssesssesssesseesssesssssssessessssssssssssssssassssssssen 33
CONCLUSIONS ... .ciiiitittiiiiiitiitieeiiiiiiiitesseeiesetttessasssiststteeessssssiessteesssssssssssssteessssssssssssesssssssssssss 34
ANNEX T ottt eea s s eeae et tesssestessssesesssssstsssssstessssstessssssesssassenssssssnnnnss 35
List of Tables
Table 1: Project BenefiCiari@s. ..ot e s s e e e e 7
Table 2: Leading beneficiary and partners involved per project’s action........ccccocvvveeiicveenns 10
Table 3: Partnership and Total Budget per Partner ........cccoecvveiiiiiiiiiicciiee e 14
Table 4: Management Committee MEMDEIS.........uviiiiiiiiiiiccee e 16
Table 5: Initial Steering Committee MemMDErS.........oeeiiiiiicciiiiieee e 18
Table 6: Administrative Committee Members.........cooviiiiiiiiiiii e 19
Table 7: Technical Committee MemMDbEIS ......uviiiiiiiiei e 19
Table 8: Project progress reports fFOrESEEN........cccviieiccieie ettt e e sraeee e 23
Table 9: Associated Beneficiaries reporting timing to Coordinating Beneficiary .................. 23

Table 10: Project progress indicators of Project Management Actions (Actions F1 and F2).. 28

Table 11: PAyMENt FOMECAST...uuuiiiiiiiiiiiiirieeeeeeeeecirree e e e e eeeeesetrreeeeeeeesetrsaeeeeeeeeesssssraeeseessnnnens 29

List of Figures

Figure 1: Project management STrUCTUIE ....ccoiiiiiieiiiiieee ettt et e e e eeree e e e e e e 15




Deliverable X.Y: Project Management Plan
LIFE CIRCforBIO - LIFE18 CCM/GR/001180

Abbreviations and Acronyms
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Executive Summary

The present report was prepared in the framework of the co-financed European LIFE-Climate
Action project with the title "A CIRCular economy system for multi-source BIOmass conversion
to added value products" and the acronym “LIFE CIRCforBIO”. It is part of Action F.1 "Project
Management by NTUA". Responsible for its preparation is the National Technical University

of Athens (NTUA).

The LIFE CIRCforBIO project aims to achieve high GHG emission savings from the substitution
of fossil fuels with advanced biofuels and to promote the realization of the circular economy

concept for biomass.

The aim of this deliverable is the presentation of the basic guidelines regarding the project
management (Overall management, Technical, Administrative and Financial) towards the

successful implementation of the project.

1. INTRODUCTION

The LIFE CIRCforBIO project management plan aims to support effectively the project
management and implementation process of the project and is based upon partner’s existing
know-how and experience constituting a coherent mechanism referring to all aspects of

managing the project.
It includes:

e The project identification section describing the basic facts of the project.
e The project partnership details

e The partners roles, duties and obligations

e The Actions and the Action Leaders

e The Project management instruments/structures

e The Reporting requirements

e The project archives

e The project documentation
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CONCLUSIONS

The LIFE CIRCforBIO management plan aims to support the smooth project management and
implementation process. As such in one document is presented the project management
structure in a detailed way along-side the existing interrelations between the various
management bodies. It refers to the coordinating and associated beneficiaries’ role in a
practical way setting forth the management procedures and interactions among beneficiaries
as well as the reporting procedures connecting management aspects set forth by the various
project legal documents such as Grant Agreement and Partnership Agreement. It also offers

a guideline for maintaining project documentation.

Based on the coordinating beneficiary long standing experience in successfully managing LIFE

projects, it presents in a coherent way all managing project aspects.

34

~—
| —





