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Executive Summary
This deliverable presents the final version of the (open) Project Management Plan (PMP) for the
“Providing services for management of natural resources” with acronym “Re-Source“ project. The
present document will investigate the appropriate methodologies and the management and quality
procedures set up in the project in order to ensure the project successfully achieves its objectives
and subobjectives, including the project progress follow up procedures that will be periodically
monitored.
The aim of the document is to become the reference manual for the project participants to
understand the main cooperation and management procedures of the project. Therefore, the
document includes the description of the internal communication mechanisms as well as the project
deliverables quality control procedures.
The deliverable explains also the technical and financial reporting procedures. Whenever the project
participants agree on updates to the procedures contained in this document or additional procedures
are needed to be clearly defined.
This document will:
−

Provide the necessary framework for a successful project management and monitoring.

−

Define clear and measurable performance indicators and identifiable deliverables.

−

Establish the guidelines for financial reporting, presentation standards for deliverables and
reports.

−

Include an internal review procedure to guarantee the quality of the results of the project

−

Include an internal communications framework that provides clear, informative and
engaging two-way communications that are planned and effectively link together the key
messages.

This document is based on the terms and conditions established in the Partnership Agreement (PA)
and
its Annexes, as well as in the Consortium Agreement.

1. Introduction
This Project Management Plan is for the “Providing services for management of natural resources”
with acronym “Re-Source“ project.
The use of the present guidelines can ensure better collaboration among the consortium partners.
This deliverable is intended to be used by all the project partners, to ensure quality assurance of
project processes and outputs and prevent possible deviations from the project work plan.
The Project Management Plan (PMP) is a guide to the Partners of the Project, which gives a quick and
short overview of the most relevant project information, formal procedures, roles, responsibilities,
contact points, tools, user guides, and quality procedures, etc. within the consortium and externally
towards the EC.
The aim of this deliverable is to successfully achieve the project objectives in time and budget
specified in the Partnership Agreement (PA), and to become the reference manual to aid the project
participants in understanding the mechanisms for effective collaboration and management in the
project.
The document will be kept up-to-date to reflect updates to the procedures or additional procedures
that the partners may agree upon. Whenever modifications are needed, the document will be updated
accordingly and distributed to all participants.
The current version of this deliverable is an update in order to incorporate the necessary
modifications as a consequence of the approval by the European Commission.
The PMP is a living document and should be updated continuously throughout the project. Benefits
of creating a Project Management Plan include:
−

clearly define roles, responsibilities, processes and activities;

−

increase probability that projects will complete on-time, within budget, and with high
degree of quality;

−

ensuring understanding of what was agreed upon;

−

helping project teams identify and plan how project activities will be managed (budget,
quality, schedule, etc.).

2. About Re-Source Project
The project “Providing services for management of natural resources” with acronym “Re-Source” is
being implemented under the “Transnational Cooperation Programme INTERREG Balkan –
Mediterranean 2014-2020” and is co-funded by the European Union and National Funds of the
participating countries. The Partnership includes nine (9) partners (one Observer Partner) that come

from five (5) countries (Greece, Cyprus, Albania, Bulgaria and Republic of North Macedonia).
Specifically, the Re-Source Partnership is as shown in the following table:

Country

Project Partner
Number

Partner Institution

Greece

LP

Interbalkan Environment Center

Greece

PP2

Region of Thessaly
Hellenic Agricultural Organization

Greece

PP3

DEMETER - Soil and Water
Resources Institute

Bulgaria

PP4

Albania

PP5

Albania

PP6

Republic of North
Macedonia
Cyprus

Ministry of Tourism and
Environment
National Agency of Natural
Resources

PP7

Center for Climate Change - Gevgelija

PP8

Agricultural Research Institute

PP9
Greece

Executive Forest Agency

(Observer
Partner)

Ministry of Rural Development &
Food

The project’s overall objective aims to increase the governance capacity and corresponding
delivery regarding environmental legislation.
The sub-objectives of the project are:
•

Upgrade and customization of existing digital tools and services concerning the application of 1)
precise irrigation, 2) evaluation of codes of good agricultural practices and 3) large-scale soil
erosion risk assessment.

•

Delivery of these tools and services to end users from the local public administration authorities
of five (5) countries (Greece, Bulgaria, Albania, Republic of North Macedonia and Cyprus).

•

Provision of scientific and technical support and the conduction of training seminars and
workshops targeting the personnel of public authorities focusing on the use of the digital

tools/services, water and soil resource management, good agricultural practices and related legal
framework implementation
•

Diffusion of knowledge to all interested parties and individuals and the raise of public awareness
on environmental issues and regulatory commitments.

3. Management Structure - responsibilities and roles
The management structure aims at safeguarding the effective cooperation among the members of the
Consortium and at producing high quality deliverables during the various stages of the project life.
The overall management structure will endorse links between Re-Source partners and build and
strengthen new interactions, especially by enabling and fostering the transfer of complementary
expertise between the involved research and industry players and countries.
Within the Re-Source Consortium, each participant will take an active part in the efficient
implementation of the Project, and will cooperate, perform and fulfil, promptly and on time, all of its
obligations as foreseen in the PA.
The proposed Management structure aims to facilitate cooperation between the partners while
maintaining a strict control of achievements of objectives, time management and budget. IBEC, as
the project coordinator, is the lead partner and the main responsible for management activities. Each
activity and output lead beneficiary (LB) will lead and monitor activities and tasks.
Each partner of the consortium is responsible for delivering and reporting activities to the LB and
the coordinator.
Decision making will be implemented by the project management team forming of the coordinator,
Work package Leaders and the project management group respecting the programme rules. Below a
chart describes the scheme of Re-Source Management

3.1 Project Coordinator (PC)
IBEC will act as coordinator of the project. The Project Coordinator (PC) will be ultimately
responsible for the oversight of the entire project against milestones.
The PC will be responsible for the administrative management, checking consistency of partners’
resources and costs consumption with work fulfilled, receive and distribute all payments from EC to
the partners, call for and conduct plenary meetings.

3.2 Steering Committee Team
The Steering Committee is the strategic body that monitors work progress, evaluates achievements
with regard to the work programme and as necessary proposes decisions concerning the Project.
The Steering Committee Team is the escalation resolution level for conflicts that cannot be solved at
the WP level. The decisions made will aim to achieve consensus. The Steering Committee Team shall
consist of the Coordinator and the additional representatives appointed by the PA.
Its members will be senior experts with management experience of EU-funded projects from the
different partner organizations.
The Steering Committee Team can be assigned to the following roles:
→ Checking and approving the Project’s tasks for accuracy and compliance to the Partnership
Agreement.
→ Monitoring progress against the project management plan.
→ Reviewing and approving changes made to project resource plan, schedules, scope, goals, cost
estimates, etc.
→ Making strategic decisions regarding the prioritization of project deliverables and approving
interim deliverables.
→ Reviewing and suggesting solutions for the issues critical to project success.
The following members are nominated to formulate the Steering Committee of Re – Source Project:
LP: Professor Zallidis Georgios | Scientific Coordinator // zalidis@balcanv.gr
Substitute member: Mr. Galanis Georgios | Scientific Assistant // gegalani@hotmail.com
PB2:

Mrs.

Papadimopoulou

s.papadimopoulou@thessaly.gov.gr

Mata

|

Surpervisor

of

Development

Planning

PB3: Mr. Hatzigiannakis Evangelos | Principal Researcher // hatzigiannakis@gmail.com
Substitute member: Mr. Arampatzis Georgios | Principal Researcher // g.arampatzis@swri.gr
PB4: Mr. Todor Bogomilo | Head Legal Adviser // bogom@iag.bg
PB5:

Mr.

Pellumb

Abeshi

|

General

Director

of

Environmental

Policies

//

pellumb.Abeshi@tuzmi.gov.al
PB6: Mr. Adrian Bylyku | Project Manager and Representative a.bylyku@akbn.govl.al
Substitute member Mr Leskoviku Artan | Directory of Renewable Energy //aleskoviku@gmail.
PB7: Mr Stojanovski Filip | Special Advisor // fstojanovski@yahoo.com
PB8: Mr Papadavid Georgios |

Agrucultural Research Officer A Rural Developments //

info@ari.gov.cy

3.3 Operational Management
Leaders have been appointed for the five different Work Packages of Re-Source.
Each WP will have one responsible partner (WP Leader) that will coordinate:
−

WP tasks activities,

−

communication of the partners involved in each task,

−

drafting process of the deliverables, and

−

identification of WP-specific risks.

The WP teams are responsible for an effective and efficient implementation of the work associated
with a specific work package. A WP Team consists of a WP Leader, leading investigators of the
consortium partners who are active in that work package, and researchers who are expert scientists
in the area.

4. Work Packages
WP1 Project Management
WP2 Publicity actions
WP3 Institutional capacity analysis & data collection” conduction of studies for the analysis of the
current legal and institutional framework and present state practices on the fields of 1) irrigational

water management, 2) codes of good agricultural practices (CGAP) and 3) soil erosion risk
management.
WP4 “Digital services development & delivery for enhancement of institutional capacity” concerns
the purchase of appropriate equipment and the customization of existing digital tools/services on
the fields of 1) precise irrigation, 2) CGAP and 3) soil erosion risk management.
WP5 “Evaluation of pilot applications and training of public administration” actions for the
evaluation of the system’s operation in terms of performance and efficiency as well as the assessment
of the system’s impact on the capacity of the end users.

WP1

WP2

Project
management
and
coordination

Project
communication
and
dissemination

WP5
WP3

WP4

Institutional
capacity analysis
& data collection

Digital services
development and
delivery

Evaluation of
pilot operation
and training of
public
administrators

Each Work Package comprises a set of thematically relevant deliverables - assigned to different
partners - leading to the fulfilment of specific project objectives. Project deliverables are tangible,
measurable outputs produced by participation organisations over the course of the project. This
section lists the expected deliverables per Work Package (WP), and presents the organisations
involved in the production of each deliverable (i.e. internal project teams), as specified in the
Application Form.

4.1 WP1: Project Management and Coordination
WP1 defines the project’s organizational structure, sets out decision making, quality assurance &
financial monitoring procedures, and set forward the establishment of technical expert groups. The

table below lists WP1 deliverables and presents the partnership organisations involved in
deliverables production.
Work

Deliverable

Package

code

WP1

1.n.1

Preparatory actions

All partners

WP1

1.n.2

Definition of quality assurance processes

All partners

WP1

1.n.3

Management & financial monitoring

All partners

WP1

1.n.4

Project meetings -Technical expert groups

• IBEC

Deliverable title

Partners involved

• ROT
• ELGO DEMETER - LRI
• ИАГ
• MAFWE
• ARI
WP1

1.n.5

Verification of expenditures

• IBEC

* n= Partner number (For more information, please refer to the Application Form)

4.2 WP2: Information and Publicity
WP2 includes a) the organization of two conferences for dissemination purposes, b)

the

development of a communication plan and the production of printed and electronic information
material (such as brochures, leaflets, CDs), c) publicity and promotion actions in Mass Media (TV,
Radio, Newspaper), and d) the development & maintenance of a website. The table below lists WP2
deliverables and presents the partnership organisations involved in deliverables production.
Work

Deliverable

Package

code

WP2

2.n.1

Deliverable title
Organization & participation in Conferences

Partners involved
All partners
• IBEC
• ROT

WP2

2.n.2

Communication plan & publicity material

• ИАГ
• MOTE
• MAFWE
• ARI

WP2

2.n.3

Promotion actions in the Mass Media

• ROT
• ИАГ

• MOTE
• MAFWE
• ARI
WP2

2.n.4

• IBEC

Website

* n= Partner number (For more information, please refer to the Application Form)

4.3 WP3: Institutional capacity analysis & data collection
WP3 involves the analysis of the current legal and institutional framework and presents state
practices on irrigational water management, codes of good agricultural practices (CGAP) and soil
erosion risk management. It also includes the development of guidelines and best practice
methodologies on the use of provided tools and services for end users/stakeholders, and the delivery
of protocols for data collection, debugging, processing and harmonization. Lastly, data collection
actions will take place required for both the application of pilot operations and the conduction of
large-scale strategic studies. The table below lists WP3 deliverables and presents the partnership
organisations involved in deliverables production.
Work

Deliverable

Package

code

Deliverable title

Partners involved
• IBEC

WP3

3.n.1

Legal and institutional framework analysis

• ИАГ
• MOTE
• MAFWE, ARI
• ELGO DEMETER – LRI

WP3

3.n.2

Present state & end user requirements
analysis

• ИАГ
• MOTE
• MAFWE
• ARI

WP3

3.n.3

Methodological guidelines & data collection
protocols

• IBEC
• ROT

WP3

3.n.4

Data Collection

• ИАГ
• MOTE

* n= Partner number (For more information, please refer to the Application Form)

4.4 WP4: Digital services development & delivery for enhancement of institutional
capacity
WP4 involves the purchase of appropriate equipment and the customization of existing digital
tools/services on the fields of precise irrigation, CGAP and soil erosion risk management. This WP
also foresees the expansion of the existing system of services (networking and geodatabase)
established within IBEC and the subsequent delivery of the services/tools on all the aforementioned
fields. The table below lists WP4 deliverables and presents the partnership organisations involved in
deliverables production.
Work

Deliverable

Package

code

Deliverable title

Partners involved
• IBEC
• ELGO DEMETER – LRI

WP4

4.n.1

Supply of appropriate equipment

• ИАГ
• AKBN
• MAFWE
• ARI

WP4

4.n.2

WP4

4.n.3

Services and digital tools development &
customization
Establishment of upgraded central system
and inter-related subsystems

• IBEC
• IBEC
• IBEC

WP4

4.n.4

Delivery of services (pilot operation)

• MAFWE
• ARI

* n= Partner number (For more information, please refer to the Application Form)

4.5 WP5: Evaluation of pilot applications and training of public administration
WP5 includes actions for the evaluation of the system’s operation in terms of performance and
efficiency as well as the assessment of the system’s impact on the capacity of the end users (public
administration) on a technical, economic and environmental level. WP5 also includes the conduction
of large-scale strategic studies concerning the feasibility of the application of precise irrigation (in
Greece & Albania) and the delivery of guidelines on the management of agricultural resources (in
Cyprus). The WP will conclude with the conduction of training seminars in five countries targeting
public administration staff and focusing on the use of the developed digital tools/services for water

and soil resource management, good agricultural practices and related legal framework
implementation. The table below lists WP5 deliverables and presents the partnership organisations
involved in deliverables production.
Work

Deliverable

Package

code

WP5

5.n.1

Deliverable title
Operational evaluation of central system
and inter-related subsystems

Partners involved
• IBEC
• AKBN
• MAFWE
• IBEC

WP5

5.n.2

Technoeconomic and environmental

• ИАГ

evaluation (capitalization & sustainability)

• MOTE
• MAFWE

Feasibility study for the application of
WP5

5.3.3

precise irrigation within the Greek study

• ELGO DEMETER - LRI

area
Feasibility study for the application of
WP5

5.5.3

precise irrigation within the Albanian study

• MOTE

area
Strategic guidelines on agricultural resource
WP5

5.8.3

management within the study area of

• ARI

Cyprus
• IBEC
WP5

5.n.4

Training seminars and workshops for public
administration staff

• ROT
• ИАГ
• AKBN
• MAFWE

* n= Partner number (For more information, please refer to the Application Form)

5. Project Management Framework
The starting point for successful project management and implementation is creating a common
understanding of the project and its processes and aspects from the consortium and implementation
to risk management and monitoring, assisted by a set of tools and practices. The official project

documentation, guidance of the Commission, contracts, consortium structure and legal issues create
basis for management.
Project management in Re-Source follows the principles of the Interreg Balkan – Mediterranean
Programme, the project work plan, and sound communication and delivery of activities. The
activities, roles and responsibilities, principles, tools, documentation and other aspects are described
in detail in this document.
The management of Re-Source aims at contributing to the smooth running of the project and at
ensuring that all the contractual, financial, and administrative project commitments are met.
Management tasks are those related to:
−

Setting up the channels for interacting with the Re-Source parties

−

Setting up the channels for interacting with the WP leaders

−

Executing the project according to the provisions of the Partnership Agreement

−

Liaising with the parties on contractual aspects (deliverables, reporting, reviews, finances)

−

Liaising with the European Commission on contractual aspects (deliverables, reporting,
reviews, finances)

−

Monitoring the financial execution of the project (budget control, financial planning, financial
eligibility)

−

Ensuring the internal and external dissemination of the project

−

Monitoring the project risks and finding ways to mitigate them

−

Planning of actions that shall improve the quality of the project

Project management activities will run throughout the project, including preparatory activities
taking place before the start date of the project on the Partnership Agreement, and the final activities
(e.g. final reporting, potential audits), taking place after the end date on the Partnership Agreement.
The work will be supported by Management group, workflow and transnational project meetings. All
processes will be monitored and evaluated. Management of the project will work closely with quality
assurance, for instance for monitoring aspects.

5.1 Tangible outputs in the form of document or service/product
Tangible outputs refer to the project work executed by project partners and submitted either in a
document format (e.g. D3.1 - Legal and institutional framework analysis) or as a digital
service/product (e.g. D4.3 – Establishment of upgraded central system). Tangible outputs can be
formally delivered and disseminated, and are thus identified as “public” deliverables (e.g. D5.3 –
Feasibility study on precise irrigation) or are to be internally exchanged with the aim to facilitate

project implementation & processes, and are thus identified as internal, consortium restricted
deliverables (e.g. D1.1.2 – Definition of quality assurance procedures).
Regardless of their nature/status, all tangible outputs should be distinguished for the following:
1. Relevance to Project and Work Package objectives.
2. Content validity and information accuracy. The information provided must be accurate
and verifiable. Partners should rely on reliable sources of information, avoid biased, personal
opinions/views and justify conclusions with data/evidence.
3. Completeness: Project deliverables should cover all the points described in the Application
Form and comply with the directions (about content and structure) provided by the Quality
Manager, and the strategic decisions made by the Steering Committee.
4. Timeliness: The deliverables must be delivered on time according to the project’s time plan
and internal scheduling.
5. Compliance with quality standards and specifications.
6. Readability: Outputs should be concise and well-focused, as specified in the Application
Form. They must include only relevant sections/texts that contribute to building knowledge
on the topic(s) addressed and facilitate reader’s understanding. Readability allows to
efficiently go through the document and take in the information therein.
7. Visual appealing: It is important that deliverables (especially those which are public and
addressed to target groups) be aesthetically appealing and have a concise layout, essentially
contributing to attracting and retaining readers’ interest and increasing their engagement.

6. Project Lifecycle and Time Management
The project will follow the following cycle:
1.

Preparation: preparation activities

2.

Kick-off activities to create solid bases for implementation of the project, e.g. setting up
administrative, management, dissemination, quality control, sustainability, and workplans;
visual identity, teambuilding, kick-off meetings, creating understanding of project, and
identifying target groups, stakeholders and networks.

3.

Implementation – Workpackages, deliverables submission

4.

Ongoing dissemination, management, exploitation and quality assurance.

5.

Closing activities: Preparation and delivery of the final report, final dissemination and
informing about the project results and events, getting prepared for port-project activities,
e.g. audits.

Dissemination, management, and quality control activities will be implemented through the lifetime
of the project.

6.1 Time management
Time management follows the work plan and internal monitoring of the activities. A chronological
list with outlining deadlines, activities, outputs, meetings, reports and responsibilities will assist time
management of the project. Regular updates of the state of the project and upcoming activities and
events will be used.

6.2 Timetable

6.3 Timetable per partner

7. Project Management Tools
By management tools we refer to the instruments available to the Re-Source Project Coordinator
for the collection of data and documents from the Re-Source partners, communication tools, and
processing tools for the management of the project information.
•

Workplan: the workplan is the approved project application shared among the partners,
the first annex of the partnership agreement.

•

Timeline: the project timeline is the approved project application shared among the
partners, the first annex of the partnership agreement.

•

Budget: the approved and revised budget for the project and each partner

7.1 Partnership Agreement with Annexes
Partnership agreements with respective annexes are part of the administration and project
management documentation. The agreement provides essential information on e.g. the duration and
eligibility period of the project, duties of the partners and the coordinator, framework of the
agreement, and the budget and accounts of each partner.

7.2 Project Reporting: Deadlines, Templates for Reporting and Instructions
The project will employ an internal reporting system to monitor the progress of project
implementation including allocation of costs, and to control, oversee partnership’s relations and
functioning.
This is a collaborative process, which requires full cooperation and contribution by all partners, who
shall regularly report on their activities and expenditures, and inform the Lead Partner about
shortcomings and risks. This approach is intended to assure the proper operation of the partnership
and maintain productive relations among partners, whilst facilitating the early detection of delays
and allowing for timely remedial actions.
Reports are provided on two levels during the project’s lifecycle:
1.

partners provide their reporting material to the coordinator, and

2.

the coordinator provides the reporting material to the Funding Agency

Reporting deadlines and periods:
Report

Period covered

Deadline for partners

Content

1/7 – 31/12/2019

Report 1

31st January 2020

Financial reporting,

(progress

dissemination reports, WPs,

report 1)

quality, evaluation, etc.

Report 2

1/1 – 30/6/2020

31st July 2020

Financial reporting,

(progress

dissemination reports, WPs,

Report)

quality, evaluation, etc.

Report 3

1/7 – 31/12/2020

31st January 2021

Financial reporting,

(progress

dissemination reports, WPs,

report)

quality, evaluation, etc.

Report 4

1/1 – 30/6/2021

30th June 2021

(Final report)

Financial reporting,
dissemination reports, WPs,
quality, evaluation, etc.

Progress reports: Financial reporting, dissemination (dissemination reports), time sheets covering
the respective reporting periods
Interim report topics: Management, dissemination etc., intellectual outputs, time sheets covering
the respective reporting period
Final report topics: Management, dissemination etc., intellectual outputs, time sheets covering the
respective reporting period

7.3 Instructions for Reporting Documents and Templates for Quarterly Reporting
The reporting templates will be provided separately by email to every partner by the Lead
Beneficiary. The reporting language is English. All reporting documents shall be provided in English,
or a translation in English should be provided, describing what the document is, what it is related to
and who is it for.
Partners should deliver all documentation at the same time by the reporting or other deadline
indicated. All expenses should show on the bookkeeping that will be delivered with the final report.

7.4 Transnational Project Meetings and Minutes of Meetings
Five (5) meetings will be organised during the project with the following issues and dates:
Meeting

Location

M1

Thessaloniki

Time

Topic

Organiser

Kick-off meeting: to ensure that

LP

consortium partners are familiar with a
common project methodology,
procedures and the planned time plan,
budget allocation and reporting rules

M2

Bulgaria

Progress of the project and next steps

PP4

M3

Albania

Progress of the project and next steps

PP5

M4

North

Progress of the project and next steps

PP7

Project final meeting.

PP8

Macedonia
M5

Cyprus

The meetings are planned to take place in different partner countries and local partners will be
responsible for their organisation with the support of IBEC.

8. Financial management
The financial management of the project will be conducted by the Coordinator with the support of
the Re-Source Consortium.
IBEC as the Project’s Beneficiary will distribute to the parties a set of financial documents including:
i) templates for financial reporting in agreement with the Interreg templates for financial reporting,
ii) financial guidelines for cost eligibility and reporting of project costs, and all respective documents/
The budget allocated to each project beneficiary as well as the project total budget is presented in
the table below:

The eligibility of expenditure will be determined on the basis of the Delegated Regulation (EU) No
481/2014 supplementing Regulation (EU) No 1299/2013 of the European Parliament and of the
Council with regard to specific rules on eligibility of expenditure for cooperation programmes.
Eligible expenditure must be: 1) directly related to the content of the project; 2) necessary for the
implementation of the project as long as it is reasonable and consistent with the principles of
operational efficiency and economy; 3) actually incurred, identifiable and verifiable in the accounting
and taxation records of the project beneficiary.
It is crucial to have in mind that expenditure should follow eligibility rules stipulated at the
Programme and Project Implementation Manual and by the legislation in force of the EU and of the
respective countries.

9. General standards and requirements
9.1 Naming conventions
It is highly recommended that each deliverable produced by partners within the RE-SOURCE project
should have a unique identification name. The name should consist of the elements listed below,
separated by underscores, in the following order:
1.

Project acronym

2.

Work Package (e.g. WP1)

3.

Deliverable code (e.g. D3.2.1)

4.

Document title

5.

Date (YYYY/MM/DD)

6.

Revision number (if applicable).

Example: RE-SOURCE_WP1_D1.1.2_Definition of Quality Assurance Procedures_2020/06/15_v1

9.2 Deliverables language
During the project, many kinds of documents will be produced. It is crucial to define common formats
of documents, uniform rules of their description, responsibilities, revision plans and revision
procedures.
Project documents and files are initially submitted and exchanged in English, unless otherwise
specified in the AF. When foreseen, translations will be made by each partner in own national
language.

9.3 Document cover page, internal cover page and file formatting
All “RE-SOURCE” deliverables in a document form should feature a cover page to act as the identity
of the deliverable (ANNEX A). The cover page should contain the following elements: a) the title of
the deliverable together with its identification code as displayed in the AF (e.g. D1.3.1), b) the name
of the partner’s organization responsible for this deliverable, c) the date of production (Month and
Year), with possibly an appealing illustration.
The project logo (the visual identity of the project) together with logo of the partner organisation
responsible for the deliverable should be also included in the cover page. These logos must be visible
in a prominent place (on the cover page, visible, without scrolling on all electronic and mobile
devices) and of a comparable size to each other. Further to this, RE-SOURCE partners must
necessarily use the project logo on all their communication material (both hard copy and electronic),
as dictated by the Interreg Balkan Med Programme rules.

All deliverables should also contain an internal cover page that present deliverable’s key
information along with details about the authoring team. This page is to be used exclusively for
internal monitoring purposes. The internal cover page (ANNEX B) will display in a tabular format
(box) the following information:
•

Deliverable identification number and title

•

Work Package number and title

•

Document’s date of production

•

Authors

Documents must be submitted in MS-Word (.doc, .docx) as the file format embraced and used by the
European Union and its Agencies themselves. Documents in MS-Word file formats need to have the
following specifications:
-

Font: Cambria

-

Font size: 11

-

Line spacing: 1.5

-

Page margins: 3.5 cm at the top, 2.5 cm at bottom, left and right

If applicable, documents may be also submitted in MS-Excel (.xls or .xlsx) and MS-PowerPoint (.ppt
or .pptx) formats.

10.

Communication tools

Appropriate communication measures will be taken to ensure the way Re-Source promotes its
findings and engages with the public and the media. The communication activities will be executed
following a devoted Communication Plan (CP), that will ensure the design, implementation and
follow up of an efficient communication strategy, starting with the mapping of key messages and
targeted audiences to any adjustment that will be necessarily made during the implementation of the
different actions.
Two aspects of communication activities are envisioned: information flow between the partners of
the Consortium and the presentation of the project results outside the Consortium.
The development of a strong visual identity is an extremely important factor for the evolvement of
the project. This development will draw many benefits such as awareness, positioning, and a bond
with the stakeholders and the relevant authorities.

10.1 Internal communication
Each partner organisation has designated a Project Leader for the project Re-Source, who is
responsible for their organisation’s input to the project. For this reason, the Project Leader will
normally be the first point of contact in most cases. However, on occasion, e.g. regarding finance,
communication will be directed at an appropriate expert within the organisation, but the Project
Leader should also receive copies of correspondence.

11.

Methods of communication

Consortium Meetings: Consortium meetings will serve to debate and discuss the relevant topics, to
address ongoing activities and to plan the work for the subsequent period by clearly planning the
initial work for each WP giving the consortium the opportunity to discuss technical, operational and
administrative issues on a timely fashion.
Electronic mail: The main method of communication amongst partners will be the use of electronic
mail – as this is both more immediate and more sustainable. 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 email. It is
suggested that project related e-mails should include in the subject title: ‘Re-Source and WP number
(if applicable) followed by a more specific description of the subject, deadline for feedback or reply,
see below an example: [Subject: Re-Source: Kick off meeting minutes, XX-XX-XX]
Fax/ letters: These will only be used in cases where, for example, a signature is needed, such as
contract copies, etc.
Website: for public communication and massive dissemination of events, invitations, public targeted
events as well as photographic and other relevant public material.

11.1 Sustainable Communication
As outlined, all partners will endeavour to carry out their part of the project in a sustainable way. In
terms of communications this means that partners will try to use electronic communication and
documentation as far as possible and ensure that any printing is as sustainable as possible e.g.
double-sided.
Re-Source project identity
In order to make sure that all communication activities and tools are visually aligned the Re-Source
project identity should be created.
•

Creation of Deliverables

All deliverables of the Re-Source project should follow the same design outline. In particular:
Font

Cambria

Font size

11

Alignment

Justified

Indentation

Left=0, Right=0

Spacing

Before=0, After=8

Line Spacing Multiple-1.5
Margins
•

Normal

Creation of logo

The projects logo has already been created by the LP, by using the tools provided from the
INTERREG Balkan-Mediterranean. This logo will be used in every material that is created
(deliverables, cover letters, leaflets, posters, etc.) and in any form these are, e.g. hard copy,
electronic, etc. In case other logos (such as partners’ logo) are used the Re-Source logo must always
be as big as the other and never smaller. Preferably, the project’s logo should be placed on the lefthand corner.

•

Presentation template

A template that should be used from all project partners is created (see ANNEX I) to be used when a
presentation is created and is relevant to the resource project.

12.

Scheduling and rescheduling

Upfront effective activity planning within a project establishes a basis for promoting clarity, avoiding
conflicts and allowing for corrective actions and appropriate decision-making. The work plan
structure and initial activities, deliverables and milestones scheduling is provided in the Partnership
Agreement.
During the project implementation, there might occur a need to reschedule certain project activities
due to internal or external reasons. In such cases, the WP Leader shall announce the Project
Coordinator and initiate rescheduling procedure.
Rescheduling procedure undergoes the following steps:
1. Assessment of tasks scheduling and their dependencies by WP Leader and/or Project Leader.

2. The scheduling issues shall be discussed with project partners and approved in consensus by the
Consortium. Rescheduling shall be synchronized with other partner activities, as well workload
allocation per partner, and approved by project partners.
3. If agreed, the change of schedule is recorded in the Gantt chart, deliverables and milestones tables
by Project Coordinator.
4. The introduced changes to the work plan shall be communicated by Project Coordinator to Project
Officer at EC, and approval must be acquired.
5. Once approval for schedule change is obtained, the new schedule enters into force.

13.

Change management

Change management is the exercise of establishing procedures to assess, approve or disapprove,
implement, release and disseminate changes to agreed specifications and baselines. Change
management ensures that configured items are always maintained in a known state or condition.
This method of controlling changes guarantees that only approved modifications to existing data are
allowed and only these are applied.
The purpose of the Re-Source change management is to document how changes are managed
throughout the project life cycle. It defines the activities and processes related to managing changes
for the Re-Source project.
Change requests are meant to expand or reduce the project scope, modify operational policies,
processes, plans or procedures, revise schedule.
The following table details the approval authority limits:
Each request is tracked from the time of presentation through:
1. Identify (identify and document the required change)
2. Validate (verify the change is valid and requires management)
3. Analyse (analyse schedule, cost and effort impact of change)
4. Control (decide whether to execute the change)
5. Action (execute decision, including revision to project plans if necessary)
6. Close (verify that action is complete and close change request)

14. Conflict Resolution
Each partner commits to amicable, professional and productive work style and solving conflicts in an
amicable way respecting good manners and using the guidelines of the programme rules, contracts
and the work programme. If impossible to solve, other manners will be applied.

The decision making uses the consensus of the majority, unless it contradicts the work plan and the
project agreement. Decision making in conflicts will use the work plan, the rules and
recommendations of the Commission/NA, project agreements and the benefit for the project and its
outcomes.
The coordinator commits to solve any issues and consult them with the Commission/NA.

15.Risk Management approach
Risk management refers to the process of identifying, evaluating and responding in a timely and costeffective way to any risk arises over the lifecycle of a project. By pinpointing the risks at an early
stage, the danger can be either eliminated or at least minimised, hence securing at a large extent the
smooth, seamless, and successful project implementation, as well as the decent quality of project
results and the widest possible impact.
The project’s risk management approach will be proactive through continuous monitoring and
includes the following stages: a) risk identification, b) likelihood (probability) estimation, c) expected
impact assessment, and d) application of remedial actions.
The risk management actions will be conducted throughout the project lifecycle.

Identify potential
risks

Estimate
probability of
occurrence

Evaluate
potential impact

Eliminate the risk

Minimise the
impact

The Lead Partner will be responsible for the overall risk management strategy, as an integral part of
the project management process and in close cooperation with the Quality Manager will monitor
closely project activities, identify/map the risks that may arise in the course of tasks implementation
(in collaboration with Implementation Partners), and then timely update the Lead Partner and the
Steering Committee, suggesting also remedial actions.

Conclusions
This document presents the approach taken by the Re-Source team to manage the project. The PMP
has to be considered as a guiding document to guarantee that the project will adhere to the original
work plan.
In addition, the tools used by the team to manage the project, communicate internally and externally
about the project and to control the quality and risks associated with the project have been
presented.
The project management plan and the various instruments used to control the project will be
continuously updated and refined as the project moves forward. As this is living document changes
will be made as the project advances and partners develop more components of the project.

Annex I: Presentation Template
The following template was created for the Re-Source project, in order to be used by all partners
during events, workshops, seminars, etc.
i.

First page of the presentations:

ii.

Example of text and bullets

iii.

Example of tables

