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Executive summary suitable for publication

The Project Handbook for the S@S Project is an internal and confidential document worked out to support the efficient performance of the Project. The aim is to present a working version of the formal documents behind the project and to supplement with practical tools and instructions to bring about a common understanding and a certain homogeneous procedure in the performance of common tasks, reporting, communication, presentations, etc.

Thus, the S@S Project Handbook amongst others outlines administrative and quality assurance guidelines and work instructions for essential reporting in connection with the project.

The S@S Project Handbook is considered a dynamic document that may evolve during the course of the project as a result of project work.

S@S is the acronym for Safety at Speed, a project supported by the European Commission under the Growth Programme of the 5TH Framework Programme. The support is given under the scheme of RTD, Contract No. G3RD-CT-2001-00331.
1. Preface

1.1 Purpose of this Project Handbook

The purpose of this Project Handbook is to present a working version of the formal documents behind the S@S project and to supplement with practical tools and instructions with the aim of bringing about a common understanding and a certain homogeneous procedure in the performance of common tasks, reporting, communication, presentations, etc.

Thus, this Project Handbook outlines administrative and quality assurance guidelines and work instructions for the S@S project.
In the case of conflicts between the formal documents and this Project Handbook preference is given to the documents in the following order of priority:

1. The S@S contract (see section 11).

2. Annex II of the S@S contract: General Conditions (see section 13).

3. Annex I of the S@S contract: Description of Work, Technical Annex (see section 12).

4. Any guideline or similar issued by the EC with reference to 1., 2. or  3.

5. The Consortium Agreement (see section 10).

6. This Project Handbook.

Where the content of a certain text originating from 1., 2., 3., 4. or 5. is elaborated or discussed in this handbook, the sole purpose is the aim of bringing clarity or a relevant perspective into the actual context.

1.2 Contractual Basis

The contractual basis for the work under the S@S project is given in Contract No. G3RD-CT-2001-00331 between the EC and the principal contractors:

No.
Participant Name
Acronym
Status
01
Danish Maritime Institute - Project Management
DMI
CO

02
Bureau Veritas
BV
PCR

03
D’Appolonia S.P.A.
DAP
PCR

04
No partner no. 4.
-
-

05
Technical University of Denmark
DTU
PCR
06
ABS Europe Ltd. 
ABS
PCR
07
Technical Research Centre of Finland
VTT
PCR
08
Fincantieri Cantieri Navali Italiani S,p.A.
FIN
PCR
09
University of Strathclyde
SSRC
PCR
10
Versuchsanstalt für Binnenschiffbau
VBD
PCR

11
Sirehna
SIREHNA
PCR
12
Maritime Engineering and Technology for



Transport, Logistics, Education
METTLE
PCR
13
University of Newcastle upon Tyne
UNEW
PCR
14
National Technical University of Athens
NTUA
PCR
15
Sea Containers Ltd.
SEA
PCR
16
Cetena S.p.A. 
CETENA
PCR
The Contract, which for easy reference is included in sections 11, 12, and 13 of this handbook, comprises the following:
Main Contract
Annex I - Description of Work, Technical Annex, 
Annex II - General Conditions,

In addition the participants have entered into the S@S Consortium Agreement, see section 10, which contains additional premises for the cooperation within S@S.
Most of the guidelines and instructions in the first sections of this document are collated from the above-mentioned contractual documents.

1.3 Scope of Work

The scope of work under the contract is described in Annex I of the Contract, ‘Description of Work’, see section 12 of this Project Handbook. This Annex may be updated from time to time as required by the project in accordance with the procedures given herein. As the ‘Description of Work’ forms an integral part of the Contract, changes shall be subjected to approval by the Commission.

1.4 Classification of documents

This project deals with three degrees of classification, namely:

1. Public after Review. 
2. Confidential for the Duration of the Project.
3. Confidential.

The subject of classification is addressed both in Annex II and in the Consortium Agreement. The classification to be used for the various types of documents is indicated in Sections 6 and 7.8. The PMC shall agree in cases where a change of classification is desired and in cases where the Sections referred to do not cover the classification of a particular document.

The classification: Confidential for the Duration of the Project, which is not addressed in the Consortium Agreement, is intended for documents that, although they are intended for publication in their final form, may be produced in a number of progressing versions over a certain time as a result of a “living process”.
The definition of the three degrees of classification is given on page 2.

2. Abbreviations

For ease of reference, a brief overview of the technical terms and abbreviations used in this project handbook is included in the following:

	Term
	Abb.
	Definition

	S@S Contract
	
	Contract No. G3RD-CT-2001-00331. See section 11.



	Participant
	
	A company or other institution that are a participant in the S@S project. A Participant is either a Principal Contractor or a Member (legal entity which has concluded a membership agreement signed with a principal contractor).  The responsibilities are outlined in section 5.4.6.


	PMC Chairman
	
	The coordinator’s member of PMC is also the chairman of PMC. The responsibilities are outlined in the CA. See section 10. 



	Sub-task
	
	Subdivision of Task.



	Task
	
	Subdivision of WP.



	Confidential
	C
	Classification of document, see page 2 for definition.

	S@S Consortium Agreement
	CA
	The agreement entered into by all Participants for the performance of S@S. See section 10.



	Contractual Designee
	CD
	According to Annex II one or more persons shall be designated by each of the Participants for the purpose of being responsible for directing their work and ensuring that the tasks assigned are correctly performed. (see Annex II, Article 2.2(b)) 

	Confidential for the Duration of the Project
	CDP
	Classification of document, see page 2 for definition.

	Coordinator
	CO
	DMI. The responsibilities are defined in the S@S Contract (see section 13) and in the S@S Consortium Agreement (see section 10).

	S@S Project Administrator
	SPA
	A member of the Coordinators staff, who is responsible for the day-to-day management of administrative matters of the project, and is also acting as secretary to the PMC. The responsibilities are outlined in section 5.4.4

	S@S Project Manager
	SPM
	A member of the Coordinators staff, who is designated as the head of administration and co-ordination of the S@S project. The responsibilities are outlined in section 5.4.3.



	Public
	P
	Classification of document, see page 2 for definition.

	Principal Contractor
	PCR
	A legal entity that has concluded the S@S Contract with the EC.



	[Participant acronym] Project Manager
	PM
	That member of the staff of each Participant who is responsible for the day-to-day work on the project.



	Project Management Committee
	PMC
	The PMC is the decisive body of the project. PMC is formed by one member of each of the Participants’ staff. The function and responsibility of PMC is described in the Technical Annex (see section 12) and in the CA (see section 10).



	Technical Annex
	TA
	Annex I of the Contract.

	Technological Implementation Plan
	TIP
	A Technological Implementation Plan shall be established at the end of the project. The definition is given in Annex II Article 4 of the Contract.

	Task Leader
	TL
	The Participant who has taken the responsibility to lead and co-ordinate the activities of a Task.



	Work Package
	WP
	Main subdivision of the project.



	WP Leader
	WPL
	The Participant who has taken the responsibility to lead and co-ordinate the activities of a WP. The responsibilities are outlined in section 5.4.5.


	Work Package Leader’s Quarterly Progress Report
	WPQR
	The requirements to the WPQR are outlined in sections 7.4.2 and 7.4.3.


3. Distribution and maintenance
3.1 Distribution of the Project Handbook 

One controlled version of the Project Handbook will be distributed to each of the PMC members (as identified in Section 5.2).

The Project Handbook will be made accessible for all Participants on the S@S home page (see section 6.1.4)
3.2 Maintenance of the Project Handbook 

The Project Handbook will be maintained by the Coordinator.
The Project Handbook will be subject to revision as and when required by the work, and the PMC shall approve such revisions. Revised sections will be distributed to the holders of the controlled copies of the Handbook, and changes will be identified in the revised version. Each changed page will be identified by a revised printing date. The revision status may be recognized from the revision summary given on page no. 5 of this book, and shall be updated each time the Handbook is revised.

In the case of revisions the PMC may decide that a notification to all Participants via e-mail and an update of the web-based copy may substitute the revision of the controlled copies of the Project Handbook described above.

4. Project Organisation

4.1 S@S Participants

The following group of companies, institutes and universities carries out the S@S project:

4.2 Addresses of Participants

4.2.1 DMI, Danish Maritime Institute

	Street name and number:
	Hjortekaersvej 99

	Post code:
	2800

	Town/city:
	Kgs. Lyngby

	Country:
	Denmark

	Telephone:
	+45 45 87 93 25

	Telefax:
	+45 45 87 93 33

	Designations:
	Coordinator for S@S

	WPL:
	0

	TL:
	1.2.1 / 1.3.1 / 4.2.3

	Contributor to:
	1.1 / 4.1 / 4.2

	PMC Chairman:
	Aage Damsgaard (Deputy: Erik Kasper)

	CD:
	Aage Damsgaard

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Aage Damsgaard
	S@S Project manager
	ad@dmi-online

	Erik Kasper
	S@S Project administrator
	ek@dmi-online

	Erik Styhr Petersen
	S@S Exploitation manager
	esp@dmi-online


4.2.2 Bureau Veritas

	Street name and number:
	17 bis place des Reflets - La Défense 2

	Post code:
	92400

	Town/city:
	Courbevoie

	Cedex:
	92077 Paris La Défense

	Country:
	France

	Telephone:
	33-1-42-91-52-91

	Telefax:
	33-1-42-91-54-47

	Designations:
	

	WPL:
	5

	TL:
	5.1 / 5.2

	Contributor to:
	1.2.1 / 1.3.1 

	PMC member:
	Pierre Besse (Deputy: Jean-Caude Astrugue)

	CD:
	Pierre Besse

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Jean-Caude Astrugue
	BV Project Manager
	jean-claude.astrugue@

bureauveritas.com


4.2.3 D’Appolonia S.P.A.
	Street name and number:
	Via San Nazaro, 19

	Post code:
	16145

	Town/city:
	Genoa

	Country:
	Italy

	Telephone:
	+39 010 3628148

	Telefax:
	+39 010 3621078

	Designations:
	

	WPL:
	1

	TL:
	1.1 / 1.2.2 / 1.3.2 / 1.3.4 / 4.2.2

	Contributor to:
	1.2.1 / 1.3.1 / 4.1 / 4.2.1 / 4.2.3 / 4.3 / 5.1 / 5.2 / 5.4 / 6.2

	PMC member:
	Franco Zuccarelli (Deputy: Mauro Pedrali)

	CD:
	Franco Zuccarelli

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Mauro Pedrali
	DAP Project Manager
	mauro.pedrali@dappolonia.it


4.2.4 No. partner no. 4.

-

4.2.5 Technical University of Denmark
	Street name and number:
	Anker Engelundsvej 1, Building 101A

	Post code:
	2800

	Town/city:
	Kgs. Lyngby

	Country:
	Denmark

	Telephone:
	+45 45 25 25 25

	Telefax:
	+45 45 88 17 99

	Designations:
	

	WPL:
	-

	TL:
	2.2.2 / 3.2.1

	Contributor to:
	2.2.3 

	PMC member:
	Jørgen Juncher Jensen (Deputy: Marie Lützen*)

	CD:
	Jørgen Juncher Jensen

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Jørgen Juncher Jensen
	DTU Project Manager
	jjj@mek.dtu.dk


4.2.6 ABS Europe Ltd.
	Street name and number:
	ABS House, 1 Frying Pan Alley

	Post code:
	E1 7HR

	Town/city:
	London

	Country:
	United Kingdom

	Telephone:
	+44 20 7247 3255

	Telefax:
	+44 20 7377 4468

	Designations:
	

	WPL:
	3

	TL:
	-

	Contributor to:
	3.1 / 3.2.3 / 5.1 / 6.2

	PMC member:
	Robert Spencer (Deputy: Martyn Cooper)

	CD:
	Robert Spencer

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Martyn Cooper
	ABS Project Manager
	mcooper@eagle.org


4.2.7 VTT, Technical Research Centre of Finland

	Street name and number:
	Vuorimiehentie 5

	Post code:
	02044 VTT

	Town/city:
	Espoo

	Country:
	Finland

	Telephone:
	+358-9-4561

	Telefax:
	+358-9-464 424

	Designations:
	

	WPL:
	-

	TL:
	2.2.1 / 2.3.1

	Contributor to:
	2.1 / 2.2.3 / 2.3

	PMC member:
	Harri Soininen (Deputy: Antti Rantanen)

	CD:
	Harri Soininen

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Antti Rantanen
	VTT Project Manager
	antti.rantanen@vtt.fi


4.2.8 Fincantieri Cantieri Navali Italiani S,p.A.
	Street name and number:
	Via Genova 1

	Post code:
	34121

	Town/city:
	Trieste

	Country:
	Italy

	Telephone:
	+39-040-319-3111

	Telefax:
	+39-040-319-2305

	Designations:
	

	WPL:
	6

	TL:
	3.1 / 6.3

	Contributor to:
	4.3 / 5.1 / 6.1 / 6.2

	PMC member:
	Luigi Grossi (Deputy: Achille Fulfaro)

	CD:
	Luigi Grossi

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Achille Fulfaro
	Fincantieri Project Manager
	achille.fulfaro@fincantieri.it


4.2.9 University of Strathclyde
	Street name and number:
	16 Richmond Street

	Post code:
	G1 1XQ

	Town/city:
	Glasgow

	Country:
	United Kingdom

	Telephone:
	+44-141 552 4400

	Telefax:
	+44-141 552 2879

	Designations:
	

	WPL:
	-

	TL:
	4.1 / 4.2 / 4.2.2 / 4.3 / 5.4

	Contributor to:
	2.2.3 / 5.1 / 5.3 / 6.2

	PMC member:
	Dracos Vassalos (Deputy: Hugh Thomson*)

	CD:
	Dracos Vassalos

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Dracos Vassalos
	SSRC Project Manager
	d.vassalos@strath.ac.uk


4.2.10 Versuchsanstalt für Binnenschiffbau
	Street name and number:
	Kloecknerstrasse 77

	Post code:
	47057

	Town/city:
	Duisburg

	Country:
	Germany

	Telephone:
	+49-203-993690

	Telefax:
	+49-203-361373

	Designations:
	

	WPL:
	-

	TL:
	-

	Contributor to:
	1.2.3 / 1.3.3

	PMC member:
	Andreas Gronarz (Deputy: Tao Jiang)

	CD:
	Andreas Gronarz

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Andreas Gronarz
	VBD Project Manager
	gronarz@vbd.uni-duisburg.de


4.2.11 SIREHNA

	Street name and number:
	1, rue de la Noe

	Post code:
	44321

	Town/city:
	Nantes

	Country:
	France

	Telephone:
	+33 2 51 86 02 86

	Telefax:
	+33 2 40 74 17 36

	Designations:
	

	WPL:
	2

	TL:
	1.3.3 / 2.1 / 2.2.3/ 2.3.3

	Contributor to:
	1.2.3 / 2.2.2 / 5.1 / 6.2

	PMC member:
	Jean-Pierre Le Goff (Deputy: Philippe Corrignan)

	CD:
	Jean-Pierre Le Goff

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Philippe Corrignan
	Sirehna Project Manager
	Philippe.Corrignan@sirehna.ec-nantes.fr


4.2.12 Maritime Engineering and Technology for Transport, Logistics, Education 

	Street name and number:
	Les Cardoulines, ZAC des Bouillides, Bat 3, route des Dolines

	Post code:
	06560

	Town/city:
	Valbonne Sophia Antipolis

	Country:
	France

	Telephone:
	+33 493 000 339

	Telefax:
	+39 027 004 05206

	Designations:
	

	WPL:
	-

	TL:
	6.1

	Contributor to:
	1.2.2 / 1.3.2 / 6.2

	PMC member:
	Carmine Giuseppe Biancardi (Deputy: Marielle Labrosse)

	CD:
	Carmine Giuseppe Biancardi

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Marielle Labrosse
	METTLE Project Manager
	m.labrosse@mettle.org


4.2.13 University of Newcastle upon Tyne

	Street name and number:
	Kensington Terrace  6

	Post code:
	NE1 7RU

	Town/city:
	Newcastle upon Tyne

	Country:
	United Kingdom

	Telephone:
	+44 191 222 6000

	Telefax:
	+44 191 222 5491

	Designations:
	

	WPL:
	-

	TL:
	2.3.2 / 3.2.4 / 3.3 / 4.2.1 / 5.3

	Contributor to:
	2.1 / 2.2.2 / 3.2.3 / 4.2 / 5.1 / 5.2 / 5.4

	PMC member:
	Richard W. Birmingham (Deputy: Atilla Incecik)

	CD:
	Richard W. Birmingham

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Atilla Incecik
	UNEW Project Manager
	atilla.incecik@ncl.ac.uk


4.2.14 National Technical University of Athens
	 Street name and number:
	9 Heroon Polytechniou Street

	Post code:
	15773

	Town/city:
	Zografou – Athens

	Country:
	Greece

	Telephone:
	+30 1 772 2017

	Telefax:
	+30 1 772 1032

	Designations:
	

	WPL:
	-

	TL:
	-

	Contributor to:
	1.2.3 / 2.2.1 / 2.2.3 / 3.2.2 / 3.2.3

	PMC member:
	Thodore Loukakis (Deputy: Gregory Grigoropoulos)

	CD:
	Thodore Loukakis

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Gregory Grigoropoulos
	NTUA Project Manager
	gregory@central.ntua.gr


4.2.15 Sea Containers Ltd.
	Street name and number:
	Sea Containers House 20 Upper Ground

	Post code:
	SE1 9PF

	Town/city:
	LONDON

	Country:
	United Kingdom

	Telephone:
	

	Telefax:
	+44 23 9275 0817

	Designations:
	

	WPL:
	-

	TL:
	-

	Contributor to:
	2.2.3 / 3.1 / 4.3

	PMC member:
	Chris Hill (Deputy: John Geldard)

	CD:
	Chris Hill

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Chris Hill
	Seacontainers Project Manager
	chill@hart-fenton.demon.co.uk


4.2.16 CETENA, Centro per gli Studi di Tecnica Navale, S.p.A.

	Street name and number:
	Via Ippolito D'aste 5

	Post code:
	16121

	Town/city:
	Genova

	Country:
	Italy

	Telephone: 
	+39 010 5995460

	Telefax:
	+39 010 5995 790

	Designations:
	

	WPL:
	-

	TL:
	6.2

	Contributor to:
	1.2.2 / 1.3.2 / 3.1 / 6.1 / 6.3

	PMC member:
	Carlo Camisetti (Deputy: Pietro Degli Esposti)

	CD:
	Carlo Camisetti

	Key Personnel:
	
	

	Name:
	Function:
	E-mail address:

	Carlo Camisetti
	Cetena Project Manager
	carlo.camisetti@cetena.it


Note: PMC Deputies marked * have been selected from the CPF by DMI.

4.3 Organisational relations

4.3.1 Organisation Chart.

The structure of the S@S organisation as further detailed elsewhere in this project handbook, may be illustrated by the below organisation chart.
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4.3.2 Contribution of Participants

The contribution by the individual Participants to the various Work Packages is given in the TA. On that basis, the following overview has been established:

	 
	S@S
	WPL 
	TL
	Contribute/Participate

	 
	 
	 
	 
	WP1
	WP2
	WP3
	WP4
	WP5
	WP6

	1
	DMI
	0
	1.2.1/1.3.1/4.2.3
	12.2
	0
	0
	7
	0
	0

	2
	BV
	5
	5.1/5.2
	3
	0
	0
	0
	23
	3

	3
	DAP
	1
	1.1/1.2.2/1.3.2/1.3.4/4.2.2
	25
	0
	0
	22
	6
	3

	4
	-
	-
	-
	-
	-
	-
	-
	-
	-

	5
	DTU
	-
	2.2.2/3.2.1
	0
	11(1.5)
	3(0.5)
	0
	0
	0

	6
	ABS
	3
	-
	0
	0
	11.9
	0
	1
	2

	7
	VTT
	-
	2.2.1/2.3.1
	0
	12
	0
	0
	0
	0

	8
	FIN
	6
	3.1/6.3
	0
	0
	3
	3
	1
	19

	9
	SSRC
	4
	4.1/4.2/4.2.2/4.3/5.4
	0
	4
	0
	26(2.0)
	6(0.5)
	4(0.5)

	10
	VBD
	-
	-
	5.9
	0
	0
	0
	0
	0

	11
	SIREHNA
	2
	1.3.3/2.1/2.2.3/2.3.3
	10
	25
	0
	0
	3
	3

	12
	METTLE
	-
	6.1
	7.4
	0
	0
	0
	0
	6

	13
	UNEW
	-
	2.3.2/3.2.4/3.3/4.2.1/5.3
	0
	8(1.0)
	25(3.0)
	6(1.0)
	30(3.0)
	0

	14
	NTUA
	-
	3.2.2/3.2.3
	2(1.0)
	8(4.0)
	10(5.0)
	0
	0
	0

	15
	SEA
	-
	-
	0
	3
	1
	4
	0
	0

	16
	CETENA
	-
	6.2
	6
	0
	3
	0
	0
	15.9


Numbers in the column: contribution, indicate effort in person-months.

Numbers outside brackets indicate the effort originally planned to be allocated to project work and charged to the cost statements at the agreed rate.

Numbers in brackets indicate the additional effort originally planned to be allocated by permanent academic staff to project work and charged to the cost statements at a zero-rate.

4.4 Organisational Responsibilities and Obligations

4.4.1 Project Management Committee (PMC)

The functions and responsibilities of the PMC are defined in the TA and in the CA.

The members of the PMC and their deputies are indicated in section 5.2.

For practical reasons the members of the PMC should be identical with the designated persons referred to in Annex II.

In essence the PMC shall be in charge of:
a)
Overall management of the contract.
b)
Setting guidelines for the technical coordination of the work.


c)

Monitoring of overall technical progress, costs, and technical achievements including control of the quality of work.


d)
Overall technical coordination.


e)

External cooperation


It follows from the responsibilities of the PMC that it:

· shall approve the Project Handbook and any amendments thereof,

· set rules for press releases and similar general information to the public, as indicated in Section 6.1.3.

· may propose publicity, as indicated in Section 6.1.3.

The PMC reports to the Commission by way of the S@S Project Manager.

Each member of the PMC has an obligation to promote within his parent organisation that high priority which is required to assure the success of a co-operative project such as S@S.
4.4.2 PMC meetings

The meetings of the PMC shall be held as specified in the TA and the CA. The meetings will normally be held at three months intervals as indicated in the TA (See section 12.2.2). 
The agenda shall be in accordance with the TA and the CA and must include, but need not be limited to:

1. Confirmation of the minutes of the previous meeting

2. Announcements

3. Status of pending issues

4. Review of progress against plan

5. Review of costs incurred against costs budgeted

6. Coordination aspects

7. Any other business

8. Next meeting

Minutes of the PMC meetings shall be drafted by the S@S Project Administrator and transmitted to the Participants without delay. The minutes shall be considered approved by the other Participants if, within fifteen days from receipt, the Participants have not objected in writing or E-mail.

The schedule of planned regular PMC meetings at the time of establishing this Project Handbook is given below. The schedule will also appear in the S@S web site. The coordinator via e-mail to the members shall communicate any alterations. At the same time the web site shall be updated correspondingly.

The schedule of planned regular PMC meetings is as follows:

	Meeting no.
	Dates
	Host(s)
	Venue
	Subjects

	1
	2001.09.10 to
2001.09.13
	DMI
	Lyngby
	Workshop and Kick-off meetings

	2
	2001.10.22 to 2001.10.24
	NTUA
	Crete
	Internal review and PMC meetings

	3
	2002.01.31 to 2002.02.01
	CETENA/

DAP
	Genoa


	Internal review and PMC meetings

	4
	2002.05.15 to 2002.05.16
	BV
	Paris
	Internal review and PMC meetings

	5
	2002.09.05 to 2002.09.06
	VTT
	Helsinki
	Internal review and PMC meetings

	6
	2002.11.14 to 2002.11.15
	METTLE
	Valbonne Sophia Antipolis
	Internal review and PMC meetings

	7
	2003.02.13 to 2003.02.14
	SIREHNA
	Nantes
	Internal review and PMC meetings + Mid-term assessment meeting

	8
	2003.05.14 to 2003.05.15
	VBD
	Duisburg
	Internal review and PMC meetings

	9
	2003.09.04 to 2003.09.05
	SSRC
	Glasgow
	Internal review and PMC meetings

	10
	2003.11.13 to 2003.11.14
	ABS/SEA
	London
	Internal review and PMC meetings

	11
	2004.02.12 to 2004.02.13
	FIN
	Trieste?/

Genoa?
	Internal review and PMC meetings

	12
	2004.05.13 to 2004.05.14
	UNEW
	Newcastle upon Tyne
	Internal review and PMC meetings

	13
	2004.06.21 to 2004.06.23
	DMI/

DTU
	Lyngby
	Final internal review and PMC meetings


4.4.3 S@S Project Manager (SPM)

The functions and responsibilities of the SPM are defined in the TA and in the CA.

The SPM is appointed from the coordinator’s staff and is indicated in section 5.2.

In essence the SPM is responsible for:

· Working out, coordination and maintenance of appropriate work and cost plans, guidelines and standards.

· Monitoring of technical progress and cost and production of the appropriate reports.

· Communication with the EC project officer.

· Chairing of the PMC meetings

4.4.4 S@S Project Administrator (SPA)

The functions and responsibilities of the SPA are defined in the CA.

The SPA is appointed from the coordinator’s staff and is indicated in section 5.2.

In essence the SPA is responsible for:

· Practical administration and coordination between the Participants and with the Commission.

· Secretary to the PMC.

4.4.5 Work Package Leaders (WPL)

The main responsibility of a WPL is to coordinate the activities performed by all the participants in the specific WP for which he is the leader as well as to coordinate with the other WP groups.

The WPLs are indicated in Section 5.2. 
The WPL is responsible for:

· Preparation of detailed work plans - including the Storyboards referred to in Section 6.1.2.3  - for the entire WP Group, monitoring that all participants perform their work within the schedule and for considering the information about cost and budget for the group as specified in the Technical Annex.

· Participation in co-ordination activities with the other WP Groups. 
· Calling and chairing of WP Group meetings as required in order to secure the co-ordination of all work under the Group at least prior to the next PMC meeting, and for issuing minutes of such meetings.
· Preparing WP Group Reports, including the regular, task-wise WPQRs referred to in Section 6.1.2.2.


The WP Leader reports to the S@S Project Manager/Project Administrator.
4.4.6 Participants

The function and responsibility of the Participants are detailed in the Contract, its annexes and in the CA.

The Participants are indicated in Section 5.2.

Important aspects of the function and responsibility of the Participants are:

· Responsibility of the quality of the work carried out by his staff and subcontractors.

· Keeping the schedule for the activities allocated to him.

· Provide timely input to the reports indicated in Section 6.

· Inform without unnecessary delay the SPM/SPA, and the relevant WPL and other Participants about problems foreseen or encountered regarding the performance of the work as specified in the contract and later on further detailed in storyboards or similar specifications or plans of work.   

4.4.7 Special Project Problem Solving Groups (SPG)

The setting up and function of Special Project Solving Groups (SPG) is detailed in the TA.
Documents and publicity

4.5 Types of documents and publicity

4.5.1 Contractual reports

The contractual reports are those that are directly referred to in Article 4 of the contract (see section 11 for the full details). Such reports may be split into the following groups:

4.5.1.1 Managerial reports

The managerial reports are referred to in the contract and further specified in Annex II (see Article 4 of Annex II). In general such managerial reports are of the following types: periodic reports with cost statements, supplementary reports, final report. If necessary, versions of the aforementioned reports in a form suitable for publication shall be presented.

An overview of such reports is listed in Section 7.8.1 and shall be classified and reviewed as indicated.

4.5.1.2 Project deliverables

The project deliverables are referred to in the contract and further specified in the Technical Annex. An overview of such deliverables is listed in Section 7.8.1 and shall be classified and reviewed as indicated.

A deliverable shall as a minimum consist of a written report with a layout as specified in Section 7.3.1. Where it is impractical or not possible to directly incorporate the core of a deliverable in the written report, it may instead be described in the written report and if possible attached in a suitable medium.

4.5.1.3 Technological implementation plan

The Technological Implementation Plan (TIP) is referred to in the Contract Article 4, and is further defined in Annex II Article 4, 16 and 17. According to Annex II, the TIP shall include a summary of the project and a forecast of the intentions of the contractors, as well as a description of their achievements regarding the use of the knowledge.

The summary shall be sent by the coordinator to the EC where as the forecast shall be sent by each contractor individually to the EC.

4.5.2 Project internal documents

The project internal documents are those that directly are indicated in the Technical Annex, or follows from the obligations of the PMC, the Coordinator and/or the Participants. Such documents may be split into the following groups:

4.5.2.1 Project Handbook

This document, as is required by the Technical Annex.

4.5.2.2 Internal Progress Report

Internal progress reports are the basis for the PMC to regularly monitor overall technical progress. Internal progress reports are also the basis for the Coordinator to establish the progress report to the EC, as referred to in Section 6.1.1.1. 

Internal progress reports shall be submitted regularly with 3 months intervals. (see TA, Section 12.2.3). 

Internal progress reports shall be classified as confidential, and shall be produced in accordance with the instructions given in Section 7.4.

4.5.2.3 Storyboards

Storyboards are tools for the management and coordination of the work of the project, and the use is described in the Technical Annex (Section 12.2.4).

Storyboards shall be classified as confidential, and shall be produced in accordance with the instructions given in Section 7.5. 

4.5.2.4 Other internal project documents

Other internal project documents, such as: call for meeting, minutes of meeting, internal reporting other than the report indicated in Section 6.1.2.2 above may be produced by the Participants concerned in a suitable format unless the Project Management Committee decides otherwise.

4.5.3 Publicity

4.5.3.1 Publicity and communications

The rules for publicity and communications concerning the project and knowledge resulting from the project are given in the contract (see Annex II, Article 13). The Project Management Committee may propose publicity. A Participant intending to propose publicicity shall inform the Project Management Committee no later than giving the Commission the data referred to in the contract. The Project Management Committee may make recommendations to the Participant about the intended publicity. 

4.5.3.2 Press Releases and similar

The Project Management Committee is in charge of rules for presentation of general information to the public about the project such as: press releases and publications, as specified in Section 5.4.1.

4.5.4 S@S web site

A web site about S@S may be found on the Internet address:

http://www.safetyatspeed.org
It is intended that the web site be arranged with one public section containing general information about the project, and one internal main section only accessible for the Participants.

The Project Management Committee may decide on the rules for the public section of the web site, as specified in Section 6.1.3.2.

As regards the internal main section, it is intended to contain this project handbook, as well as project wide information and tools such as deliverables, minutes of PMC meetings, presentations. The Coordinator will maintain the public section and the internal main section of the web site.

The structure of the web site may evolve during the course of the project as a result of project work – in particular the work of WP2 (infrastructure for S@S).

Sub sections of the internal section may be made available for specific use by Work Packages or other groups of Participants, whenever necessary and practicable. The Coordinator will not maintain such sub sections.

4.6 Signing of documents and publicity

	Type of document / publicity


	Responsible
	Ink signature required
	No. of copies
	Electronic version via e-mail/web site

	Contractual reports


	
	
	
	

	- Managerial report to the EC
	CO
	Yes, see Contr.
	2 + 1
	Yes

	- Participant’s cost statement
	CD
	Yes, see Annex II
	2 + 1
	No

	- Versions for publication
	CO
	Yes, see Contr.
	2 + 1
	Yes

	
	
	
	
	

	- Project Deliverables
	Participant,

see TA and Sect. 7.8
	Yes
	2 + 1
	Yes

	- Technological implementation plan (Summary)
	CO
	Yes
	2 
	Yes

	- Technological implementation plan (Intentions of partners)
	CD of each participant
	Yes
	2 each
	No

	
	
	
	
	

	Project internal documents


	
	
	
	

	- Storyboard
	WPL/WP participants
	Yes
	1 each
	Yes

	- Project Handbook
	SPA/PMC
	See sect. 4.2 
	1 each
	Yes

	- WPQR
	WPL
	No
	N.A.
	Yes

	- Other internal documents
	CO/

Participant
	No
	N.A.
	Yes

	
	
	
	
	

	Publicity


	
	
	
	

	- Publicity and communications
	CD/PMC
	No
	N.A.
	Yes

	- Press releases and similar
	PMC
	No
	N.A.
	Yes

	
	
	
	
	


5. Work Instructions

5.1 Standard SoftwareTC " 
Work Instruction - Standard Software within the ATOMOS II Consortium"
The following software packages have been chosen as the standard that should be used for all documents, presentations, etc:

Microsoft Office 97 – 2000 (Word, Excel, Power Point, Access).

As regards project planning and tracking, Microsoft® Project 95 – 98 should be used throughout.
As the project evolves the PMC may decide to modify the choice of standard software in order to reflect the results of project work and the development on the software market.

5.2 Work Communication 

For easy communication the consortium should use surface mail, e-mail, courier, fax, and telephones, as is common practice. However, E-mail should be used as far as practical with the following guidelines and limitations:
· The legal status of E-mail is associated with the problems of evidencing its authenticity. Thus, the legal status of e-mail - and its possible attached documents - is considered similar to that of photocopies and carbon copies.
· The confirmation of receipt by e-mail is considered sufficient guarantee that the e-mail/document was delivered
· E-mail does not have to be registered with S@S document numbers as described in section 7.7. Attached documents however, depending on their nature, may need to be registered with the relevant document number.
· E-mail shall not be used for any official and/or Contractual matters that according to the contract or similar document need to be communicated by specific means, such as e.g. by telefax or registered mail.
The issue of communication via e-mail and use of documents in electronic versions may be further elaborated and new guidelines set up in the course of project as a result of project work, in particular in WP1.

5.3 Styles and Guidelines for Documents

5.3.1 Standard Contents

The styles and guideline for the S@S documents are illustrated on the first pages of this handbook. 
The standard format comprise the following:
· Title page, as the front page of this handbook.
In case the document is a project deliverable not only the title of the document (here: Project Handbook) but also the deliverable number shall appear.
· Classification and approval page(s), as in pages 2 - 4 of this handbook.
· Document history and Disclaimer page, as in page 5 of this handbook.
· Table of Contents, as in pages 6 - 7 of this handbook.


· Executive summary page. As a general rule any report, whether public or not, should include an executive summary suitable for publication, as in Section 1. The following text should always appear: “S@S is the acronym for Safety at Speed, a project supported by the European Commission under the Growth Programme of the 5TH Framework Programme. The support is given under the scheme of RTD, Contract No. G3RD-CT-2001-00331.”
All S@S reports and deliverables shall further be furnished with

· S@S cardboard front page.
5.3.2 Typographical Standard

The below features describe in general the typographical standard to be applied to S@S documents.
In general, and in cases where there might be doubt as to the correct format, the format used in this document, the Project Handbook, shall prevail.
· Paper size A4, 210 x 297 mm, colour of paper: white.
· Margins (in mm) should be set as follows:

Document copying:
single/double sided

front page
Top:


25
25


100
Bottom:


25
25


142
Left:


35
30


60
Right:


25
30


50
· Final appearance of front page should be: left margin 60 mm, right margin 50 mm, top margin 100 mm and bottom margin 142 mm, in order for the title to fit into the window in the cardboard front page.
· Standard font: Book Antiqua.
· Standard font size: 11 pt.

· Headers and footers should be used on all pages except the front page.
They should be placed 12,7 mm from the edge and separated form the main part of the page by a margin-to-margin horizontal line followed by a blank line.
Font size: 10 pt., with the S@S acronym in 'Bold Option'

· Headers shall include to the left: the S@S acronym in bold followed by the document name; to the right: the page number followed by the total number of pages. 

· Footers shall include to the left: the S@S acronym in bold followed by Work Package and its number; in the middle: the S@S document ID number (see section 7.7); to the right: the date-of-issue of the document.

· Standard format for the date is 'Date: YYYY.MM.DD'

· Standard section numbering legal-style:
1 First level
1st level headlines to be Book Antiqua 16,5 pt, 'Capitalised' option, 'Bold' option.
1.1 Second level
2nd level headlines to be Book Antiqua 13 pt, 'Bold' option
1.1.1 Third level

3rd level headlines to be Book Antiqua 11 pt, 'Bold' option
5.4 Work Instruction – Progress Report

5.4.1 Scope

This work instruction covers the minimum requirements to WP Leaders Quarterly Progress Reporting from all the Participants to the Coordinator, as well as the annual progress reporting to the EC.
Requirements for reports to EC are given in the Contract, Article 4.

5.4.2 WP Leader’s Quarterly Progress Report (WPQR)

In order to enable satisfactory monitoring internally within the project of the progress of work and the costs incurred, an internal reporting shall be implemented as follows:

The reporting shall consist of progress reports submitted quarterly by each WPL respectively to the Coordinator. The denomination of the report is: WP leader’s Quarterly Progress Report (WPQR), and the format of the WPQR is given in section 7.4.3. 

The cut-off date for the WPQRs shall be the last day of the month of September, December, March and June. As regards the first WPQR the cut-off date shall be 31 December 2001.

On the cut-off date, each Participant forwards all needed task-related information to the relevant WP Leaders each of which prepares a WPQR. The actual contents may vary from task to task, and should be agreed upon within each task, at the initiative of the WP Leader.

Following receipt of the Participant-specific material, and not later than 10 (ten) working days after the cut-off date, each WP Leader forwards the task-wise WPQR to the Project Administrator. The contents and set-up of the WPQR shall be as per the model shown in sections 7.3.1 (Standard Contents) and section 7.3.2 (Typographical Standard).
The WPQR contains both technical and administrative matters. Costs stated in the WPQR, if any, shall be for information only and not used for official cost statements to the EC.

The quarterly reporting shall be done on the basis of the current issue of the work plan. In connection with the Coordinator’s annual reporting of progress to the EC, the WPQR shall be a consolidated edition comprising the past year.
WP Leader shall enclose up-to-date storyboards for all WPs in question, as per section 7.5.
5.4.3 Format for WPQRs

The below outlined format defines the format to be used for all WPQRs. The format will also be used in the regular progress reports to the EC, provided no conflict exists with the contractual requirements.
The standard content and the typographical format defined in sections 7.3.1 and 7.3.2 apply to these documents, i.e. S@S front page, title page, revision page and table of contents shall be as described in that section. However, the front pages covers shall not be applied for the WPQRs as these are appended in the Coordinator’s Annual Report.
The reports shall comprise the following:
Section


Title

1



Executive Summary
1.1


Project Title

1.2


Contract Number

1.3


Participants





List of Participants
1.4


Reporting period

1.5


Task-wide Objectives





This section shall be subdivided task-wise, and shall include a short description of the objectives for the task in question
1.6


Work and Achievements in the Period





Summary of work and achievements in the period, including a listing of significant documents produced in the period.




This section shall be divided task-wise as well.
1.7


Discussion of Results in the Period





Discussion of the results achieved during the reporting period. Results obtained can be discussed task-wise, or may be discussed collectively, whichever is the most illustrative.
1.8


Conclusions for the Period





Conclusion of the work done and achievements made during the period. Conclusions may be made task-wise or collectively.
2


Introduction
2.1


Objectives for the Reporting Period





A task-wise description of the objectives for the period.
2.2


Expected Achievements for the Reporting Period





A description or listing of the expected achievements for the period. This section should list the significant documents etc. expected to be produced and/or finished during the period.
2.3


Work plan for the Reporting Period





An outline of the planned work plan for the period, including a listing of expected consumption of man-hours.
2.4


Milestones in the Reporting Period





A list of milestones within the period.
3


Materials and Methods




A description of the work and co-ordination strategies, including a description of methodologies applied. Important management documents, such as storyboards shall be annexed.
4


Results
4.1


Results, Objective-wise





A listing of the results for the period, as compared to the plan.
4.2


Results, Achievement-wise





A listing of the achievements for the period, as compared to the plan. Significant documents produced should be annexed/attached.
4.3


Results, Work plan-wise





A summary of actually consumed number of man-hours, degree of completion in percent of originally allocated man-hours (according to the S@S Work Programme), and comparison of expected progress vs. actual progress.
4.4


Results, Consolidated





A consolidation of the above two points.
5



Discussion




Discussion of the progress in the period, taking into account progress vs. plan etc. The discussion shall further include statements as to the importance of the results produced, whether the task-wise objectives can still be reached and similar topics.
6



Dissemination and Exploitation




A brief report on ongoing or completed dissemination activities undertaken by the research team for the Scientific Community and the Transport Community as well as an enumeration of meetings and documentation produced.
7



For the regular report to the EC the title is ‘Conclusion’





For WPQR the title is ‘Input from Participants’

8



For the Regular report to the EC the title is ‘Action’

5.5 Storyboards

Storyboards shall initially be produced by the WP Leader, shall be distributed and approved among the Participants participating in the WP, and shall subsequent be forwarded to the Coordinator duly signed by all Participants.
During the project, the storyboard for each WP shall be updated when and if necessary. An accurate and up-to-date storyboard for every WP shall be enclosed with or referred to in the WPQR in case that no changes have been made during the period in question, see section 7.4.2.
In the first issue of a storyboard after revisions have been carried out, the revised sections or data should be clearly marked with date and initials of the person responsible for the change. In later issues, markings of such former revisions should be deleted. 
The storyboard shall as a minimum comprise the below outlined information, and shall further comply with the guidelines for standard contents, as described in Section 7.3.1. A specific storyboard checklist, to be distributed by the coordinator, shall also be included

· The sections to be contained in a storyboard are the following:

1. Introduction

2. Description of Work Package Objectives

The objectives of the Work Package are stated in the Technical Annex (TA). Besides making references (e.g. copy the text) to the TA, a further detailing of the objectives including a description of their context with the overall objectives of S@S is recommended whenever possible.

3. Description of Methodology & Standards

In writing this section, references to the TA should be made whenever possible.

4. Description of Task Structure

The subdivision of the Work Package into Tasks is given in the TA. Again, besides making references to the TA, it is recommended to include – whenever possible - a further detailing, including a description of interdependencies between the Tasks in the WP as well as any interdependency with other Tasks in other WPs. 

5. Work Programme

5.1 Task X.X

5.1.1 Task Objectives

This section should include a full description of the objectives of the Task.

5.1.2 Task Methodology & Work Distribution

This section should include a full description of the methodology for the Task as well as a description of the distribution of work between Participants participating in the Task. The criteria (minimum to just fulfil the requirements of the contract) for the conclusion of the work should also be stated.

5.1.2.1 Participants Responsibilities and Work

5.1.2.2 Criterion for Conclusion

5.1.2.3 Distribution of work

5.1.3 Task Schedule

This section should include statements of:

Work schedule for the task, including major milestones, if any.

Starting date and expected finishing date (or actual date for finished tasks).

5.1.4 Task Links & Constraints

This section should include statements of:

- Dependencies relating to on-time start (other tasks to finish etc.).

- Dependencies relating to on-time conclusion (other tasks to start etc.)

5.1.5 Task Deliverables

This section should include a complete list of deliverables to be produced including milestone date and date of EC-review (according to the S@S Work Programme). The description should be based on the lists of deliverables and milestones given in the TA.

5.2 Task Z.Z

.

.

5.6 Review Procedure for Project Deliverables

All Project Deliverables shall be controlled for their quality prior to submission to the EC. The quality control shall be carried through according to the review procedure described in this Section.

The review of a particular Project Deliverable shall be finished in accordance with the work plan included in the TA.
The overall principle of the review procedure is that for each Project Deliverable two named Participants, who are not associated with the deliverable in question, shall perform the review. In addition any PMC member may participate in the review process.
The following definitions apply throughout this Section:
Originator:
The Participant who is responsible for the preparation of the Project Deliverable.
Reviewer:
The named Participant who perform the review of the deliverable.

The Originator and the Reviewers are responsible:
- that the review process is carried through in time and in accordance with the procedures described below.

A PMC member who participates in the review process is regarded as a Reviewer.
The list of Project Deliverables is given in the TA. This list is repeated and supplemented with the named reviewers and the classification of deliverables in Section 7.8.

· The milestone date is regarded as the due date for submitting the deliverable by the originator for review.
· The review date is regarded as the due date for the review procedure. I.e. the deliverable shall be presented in its final version, according to 7.6.7, at the latest on the review date.
E-mail should be used for forwarding of deliverables and exchange of comments. Only if really necessary the other means of communication described in Section 7.2 could be used.

5.6.1 Submission of Deliverables for Internal Review

At a date not later than the milestone date of the deliverable in question the originator forwards the document to the named reviewers and all PMC members. From this point onwards, all reviewers are treated alike.
It should be pointed out, that it is the responsibility of the originator that the deliverable reaches the reviewers without undue delay.
5.6.2 Submission of Review Remarks

Within two weeks of receiving the deliverable, each reviewer forwards his comments to the originator, with copy to the other reviewer.
In case reception of comments to a deliverable is overdue, according to the two-week limit, it is the responsibility of the originator to undertake any remedial action necessary.
The scope or number of comments to a deliverable is not limited in any way, but reviewers should have the technical quality of the deliverable as their focal point.
Reviewers should do their utmost to be specific in their comments to a deliverable, avoiding broad or general remarks unless applicable.

5.6.3 Submission of Replies to Review Remarks

Within two weeks of receiving the above-mentioned comments from the reviewers, the originator forwards his replies.
The answer shall in every case clearly indicate whether the comment will be included/ incorporated in the deliverable, and if not, justify the decision to disregard the comment.
In case the review comments warrants a major revision of a deliverable, the originator should at this point in time resubmit the corrected/revised issue to the reviewers, accompanying his response to the initial comments.
As above, it is the responsibility of the originator that the necessary material reaches the reviewers within the deadline, and without undue delay.

5.6.4 Approval

Within two weeks after the reception of replies to comments, and in some cases an updated deliverable, the reviewers shall mutually, and only after consultations with each other, give their acceptance of the originators response to the review comments, and subsequent approve the deliverable, if applicable.
It is the responsibility of the originator that a mutual response is achieved, whether this is an approval or a rejection.
In case this mutual understanding cannot be reached, the originator shall notify the Coordinator immediately.

5.6.5 RejectionTC " 
Rejection"
In case the reviewers mutually cannot accept the response of the originator to their review comments, and subsequent decline to approve a deliverable, it is the responsibility of originator to immediately inform the Coordinator.
5.6.6 Settlement of DisputesTC " 
Settlement of Disputes"
Should the situation mentioned in Section 7.6.5 arise, a Special Problem Solving Group (SPG) shall be formed immediately.
Initially the SPG will consist of the PMC members of the involved Participants (the originator of the deliverable in question and the reviewers) and the Project Manager, who will be Chairman of the SPG.
The Chairman of the SPG will call a meeting in the SPG within two weeks of receiving information that necessitates the formation of the SPG.
If outside advice of expertise is needed within the SPG, the Chairman has the right to add further members to the SPG at his own decision.
In case an agreement cannot be reached within the SPG, the problem will be put to the complete PMC.

5.6.7 Distribution of Approved DeliverablesTC " 
Distribution of Approved Deliverables"
After successful approval of a deliverable, and at the latest on the review date, the deliverable shall be distributed to the Participants. In addition, and for use in connection with official reviews, the originator shall deliver to the coordinator two ink signed paper copies and one electronic copy on either diskette or CD-ROM for delivery to the EC. Furthermore the originator shall supply the Coordinator with one extra copy of the material for the EC for the purpose of filing in an archive.
At the termination of the project all deliverables shall be compiled on one or more CD-ROMs.

5.7 Document Numbering SystemTC " 
ATOMOS II Document Numbering System"
In order to distinguish documents, and to ease the document management part of the project, all documents shall be numbered, on their front page and in the footer, according to the below stated system:

It should be noted, that the numbering system builds on similar systems that by experience have proven to very helpful in EU projects more or less similar to S@S. This however means, that the selection of numbers may be more extensive than required for the use in S@S.

First group:

One letter and three (four)-digit task number

S100


Co-ordination Document

S101


WP 1 Document

S102


WP 2 Document


S103


WP 3 Document


S104


WP 4 Document


S105


WP 5 Document


S106


WP 6 Document


Second group:

Two-digit task, sub-task number


00


General Applicable Document without task specification

10


Task no. 1 under the WP without subtask specification


11


Sub-task 1 under Task 1 under the WP 

.

XY


Task X, sub-task Y under the WP
	Third group:
	Two-digit author number for Participants, other parties or the EC.

	01
	DMI

	02
	BV

	03
	DAP

	04
	No partner no. 4.

	05
	DTU

	06
	ABS

	07
	VTT

	08
	FIN

	09
	SSRC

	10
	VBD

	11
	SIREHNA

	12
	METTLE

	13
	UNEW

	14
	NTUA

	15
	SEA

	16
	CETENA

	17
	Other parties

	18
	EC

	19
	Advisory body



Fourth group:
Three-digit document type number



010 


Contract Documents

011


Contract

012


Project Handbook, Static Part

013


Project Handbook, Dynamic Part

014


Other Contract Documents

015


Proposal

016


Technical Annex

017


Contractual Correspondence

018


Subcontracts

020


Meetings

021


Agenda, PMC

022


Minutes-of-Meeting, PMC

023


Agenda STG

024


Minutes of STG


025


Other Agendas

026


Other Minutes-of-Meeting

027


Participants in meetings

030


Cost Administration

031


Cost Statement, Coordinator

032


Cost Statement, Contractors

033


Cost Statement, Associated Contractors

034


Other Cost Statements

035


Other Cost Related Correspondence

040


Work Administration

041


Plans and Schedules, storyboards

042


Sub-task Progress Report, un​con​soli​dat​ed

043


Sub-task Progress Report, con​solidated

044


Task Progress Report, unconsol​idated

045


WP Progress Report, consolidated

046


Project Progress Report, unconsolidated

047


Project Progress Report, consolidated

048


Other Correspondence related to Work Administration

   049


Technological Implementation Plan


050


Results

051


Sub-task Result Report, draft

052


Sub-task Result Report, final

053


Task Result Report, draft

054


Task Result Report, final

055


Task Result Report, QA checked

056


Review Report, draft

057


Review Report, final

058


Other Reports related to Work Package Results


060


Technical Reports and Correspondence

061


Sub-task Specific Technical Note

062


Task Specific Technical Note

063


Requirement Specification


064


Technical Specification


065


Test Report

066


Other Technical Reports and Correspondence


067


V&V reports

070


General Correspondence

080


Company details

Fifth group:

Three digit and one letter consecutive type counter and revision indicator

001


First issue of a document of the type indicated by the preceding group of numbers.

001A


First revision of the above document

001B


Second revision of the above document


002


Second document of the type indicated by the preceding group of numbers.


..


..


00XM


The 13th revision of the X'th document of the type indicated by the preceding group of numbers.

001a


the first draft of the first document of the type indicated by the preceding group of numbers.

00Xb


the second draft of the X’th document of the type indicated by the preceding group of numbers.

5.7.1 Maintenance of Document HistoryTC " 
Maintenence of Document History"
In order to ease the stage of finalisation of a given document, and in order to distinguish different versions of a document from each other, the following rules should be observed:
· If the document ID code, as per above groups, enables the use of different fourth-group identifiers, these should be used, helping in the assessment of the stage-of-finalisation of the document.
· In cases where the above do not apply, a note should be made in the revision form of the document, stating the stage-of-finalisation.
· In any case should the revision indicator (the last letter in the S@S Document Numbering System format) be changed every time a document is changed or corrected, thus indicating that the previous issue is no longer the current one.
5.8 Deliverables and DocumentsTC " 
ATOMOS II Deliverables and Documents"
It should be noted that in the below summary of S@S documents and deliverables only major reports and correspondence are mentioned.

5.8.1 Scope of Delivery

Group 030 Deliverables and Documents
	ID number
	Document type
	Deadline

	E100.00.01.031.001
	Cost Statement from the Coordinator to the EC
	August 2002

	S100.00.01.031.002
	Cost Statement from the Coordinator to the EC
	August 2003

	S100.00.01.031.003
	Cost Statement form the Coordinator to the EC 
	August 2004

	S100.00.02.032.xxx
	Cost Statement from DMI to the Coordinator
	July

	S100.00.02.032.xxx
	Cost Statement from BV to the Coordinator
	July

	S100.00.03.032.xxx
	Cost Statement from DAP to the Coordinator
	July

	S100.00.04.032.xxx
	Cost Statement from DTU to the Coordinator
	July

	S100.00.05.032.xxx
	Cost Statement from ABS to the Coordinator
	July

	S100.00.06.032.xxx
	Cost Statement from VTT to the Coordinator
	July

	S100.00.07.032.xxx
	Cost Statement from FIN to the Coordinator
	July

	S100.00.08.032.xxx
	Cost Statement from SSRC to the Coordinator
	July

	S100.00.09.032.xxx
	Cost Statement from VBD to the Coordinator
	July

	S100.00.10.032.xxx
	Cost Statement from SIREHNA to the Coordinator
	July

	S100.00.11.032.xxx
	Cost Statement from METTLE to the Coordinator
	July

	S100.00.12.032.xxx
	Cost Statement from UNEW to the Coordinator
	July

	S100.00.13.032.xxx
	Cost Statement from NTUA to the Coordinator
	July

	S100.00.14.032.xxx
	Cost Statement from SEA to the Coordinator
	July

	S100.00.15.032.xxx
	Cost Statement from CETENA to the Coordinator
	July


All cost statements to be classified as Confidential

Group 040 Deliverables and Documents

	ID number
	Document type
	Deadline

	S100.00.01.047.001
	Progress Report from the Coordinator to the EC
	August 2002

	S100.00.01.047.002
	Mid-term Assessment Report to the EC
	February 2003

	S100.00.01.047.003
	Progress Report from the Coordinator to the EC
	August 2003

	S100.00.01.047.004
	Final Report from the Coordinator to the EC
	August 2004

	S100.00.01.049.005
	TIP, coordinators summary, to the EC
	August 2004

	S100.00.01.049.006
	TIP, intentions of DMI, to the EC
	August 2004

	S100.00.02.049.007
	TIP, intentions of BV, to the EC
	August 2004

	S100.00.03.049.008
	TIP, intentions of DAP, to the EC
	August 2004

	S100.00.05.049.009
	TIP, intentions of DTU, to the EC
	August 2004

	S100.00.06.049.010
	TIP, intentions of ABS, to the EC
	August 2004

	S100.00.07.049.011
	TIP, intentions of VTT, to the EC
	August 2004

	S100.00.08.049.012
	TIP, intentions of FIN, to the EC
	August 2004

	S100.00.09.049.013
	TIP, intentions of SSRC, to the EC
	August 2004

	S100.00.10.049.014
	TIP, intentions of VBD, to the EC
	August 2004

	S100.00.11.049.015
	TIP, intentions of SIREHNA, to the EC
	August 2004

	S100.00.12.049.016
	TIP, intentions of METTLE, to the EC
	August 2004

	S100.00.13.049.017
	TIP, intentions of UNEW, to the EC
	August 2004

	S100.00.14.049.018
	TIP, intentions of NTUA, to the EC
	August 2004

	S100.00.15.049.019
	TIP, intentions of SEA, to the EC
	August 2004

	S100.00.16.049.020
	TIP, intentions of CETENA, to the EC
	August 2004

	S10x.00.xx.045.0xx
	WPQR, consolidated, from WPL to the Coordinator
	Quarterly


All the group 040 deliverables and documents indicated above to be classified as Confidential, with the exception of any executive summary suitable for publication or the versions of the reports to the EC produced specifically for publication.

Group 050 & Group 060 Deliverables and Documents

Reference is made to the Technical Annex, and/or to any agreement with the EC with regard to modifications to the TA.

The list below originates from the TA and has been supplemented with an indication of document classification and the names of the Participants that in any case should perform the review.

	Type of Deliverable
	Deliverable Number and Title
	Classi-

fication
	Milestone

Date
	Review

Date
	Reviewers



	WP0
	Management Deliverables according to Contract
	CDP
	-
	-
	
	

	 
	 
	
	
	
	
	

	WP1
	 
	
	
	
	
	

	Report
	110 Confirmation of Main Causes
	CDP
	2001.09.30
	2002.02.28
	ABS
	FIN

	Report
	121 Models for Human Error
	CDP
	2002.09.30
	2002.12.31
	ABS
	FIN

	Report
	122 Models for Mechanical & Automation Errors
	CDP
	2002.09.30
	2002.12.31
	ABS
	FIN

	Report
	123 Models for Manoeuvring Errors
	CDP
	2002.09.30
	2002.12.31
	ABS
	FIN

	Report/SW
	131 Implementation of Models for Human Error
	CDP
	2003.06.30
	2003.09.30
	SEA
	UNEW

	Report/SW
	132 Implementation of Models for M&A Errors
	CDP
	2003.06.30
	2003.09.30
	SEA
	UNEW

	Report/SW
	133 Implementation of Models for Manoeuvring Error
	CDP
	2003.06.30
	2003.09.30
	SEA
	UNEW

	Report/SW
	134 Implementation of Integrated Model for Controllability
	CDP
	2003.06.30
	2003.09.30
	SEA
	UNEW

	 
	 
	
	
	
	
	

	WP2
	 
	
	
	
	
	

	Report
	210 Confirmation of Main Causes
	CDP
	2001.09.30
	2002.02.28
	DAP
	BV

	Report
	221 Formulation of model for human factor
	CDP
	2002.09.30
	2002.12.31
	DAP
	BV

	Report
	222 Formulation of model for hull design
	CDP
	2002.09.30
	2002.12.31
	DAP
	BV

	Report
	223 Formulation of model for operational practice
	CDP
	2002.09.30
	2002.12.31
	DAP
	BV

	Report/SW
	231 Implementation of model for human factor
	CDP
	2003.06.30
	2003.09.30
	DAP
	BV

	Report/SW
	232 Implementation of model for hull design
	CDP
	2003.06.30
	2003.09.30
	DMI
	VBD

	Report/SW
	233 Implementation of model for operational practice
	CDP
	2003.06.30
	2003.09.30
	DMI
	VBD

	 
	 
	
	
	
	
	

	WP3
	 
	
	
	
	
	

	Report
	310 Confirmation of Main Causes
	CDP
	2001.09.30
	2002.02.28
	DMI
	VBD

	Report
	321 Formulation of Human Error model
	CDP
	2002.09.30
	2002.12.31
	DMI
	VBD

	Report
	322 Formulation of FE modelling
	CDP
	2002.09.30
	2002.12.31
	SIREHNA
	METTLE

	Report
	323 Formulation of Linear and Non-linear model
	CDP
	2002.09.30
	2002.12.31
	SIREHNA
	METTLE

	Report
	324 Formulation of Fatigue & Longevity model
	CDP
	2002.09.30
	2002.12.31
	SIREHNA
	METTLE

	Report/SW
	330 Hazard Area Risk/Cost Model
	CDP
	2003.06.30
	2003.09.30
	SIREHNA
	METTLE

	 
	 
	
	
	
	
	

	WP4
	 
	
	
	
	
	

	Report
	410 Confirmation of Main Means
	CDP
	2001.09.30
	2002.02.28
	NTUA
	CET

	Report
	421 Formulation of Human Factors model
	CDP
	2002.09.30
	2002.12.31
	NTUA
	CET

	Report
	422 Formulation of Passive Systems model
	CDP
	2002.09.30
	2002.12.31
	NTUA
	CET

	Report
	423 Formulation of Active Systems model
	CDP
	2002.09.30
	2002.12.31
	NTUA
	CET

	Report/SW
	430 Risk/Cost Containment Model
	CDP
	2003.06.30
	2003.09.30
	NTUA
	CET

	 
	 
	
	
	
	
	

	WP5
	 
	
	
	
	
	

	Report
	510 Verification and validation procedure/scheme - Main Causes
	CDP
	2002.01.31
	2002.04.30
	SSRC
	SIREHNA

	Report
	512 Verification and validation procedure/scheme – Models
	CDP
	2003.06.30
	2003.09.30
	SSRC
	METTLE

	Report
	520 Integrated Risk Model
	CDP
	2003.06.30
	2003.09.30
	SSRC
	ABS

	Report
	531 Integrated through-life Cost Model
	CDP
	2003.06.30
	2003.09.30
	SSRC
	UNEW

	Report/ SW
	532 Project Tool
	CDP
	2003.12.31
	2004.03.31
	DTU
	VTT

	Report
	550 Guidelines on design for safety methodology.
	CDP
	2004.06.20
	2004.06.20
	DTU
	VTT

	 
	 
	
	
	
	
	

	WP6
	 
	
	
	
	
	

	Report
	610 Baseline Ship Safety Results
	CDP
	2004.03.31
	2004.06.20
	DTU
	VTT

	Test report/ Drawings
	620 Enhanced Design
	CDP
	2004.05.31
	2004.06.20
	DTU
	VTT

	Report
	630 Comparison of Results
	CDP
	2004.05.31
	2004.06.20
	DTU
	VTT


Budget BreakdownTC " 
Budget Breakdown"
The indicative breakdown of estimated eligible costs as well as the distribution of the initial advance payment is laid down in the table in the EC Contract, see section 11. 

6. Payment ProceduresTC " 
Payment Procedures"
The payment procedures of the financial contribution by the EC shall be according to the EC Contract and Annex II.

In transferring the amounts from the EC owing to the Principal Contractors the Coordinator shall make the payment to the respective bank accounts specified by each of the Principal Contractor in a relevant form signed by the Principal Contractor and submitted to the Coordinator.

Failure of a Principal Contractor to submit a cost statement within the time limit may have the consequences as described in Annex II (e.g. the EC may withhold payment until the period covered by the next cost statement).

7. PRIVATE 
 
Consortium AgreementTC " 
Consortium Agreement"
PRIVATE 
 
EC Contract TC " 
Amendment to C.A."
PRIVATE 
 
EC Contract, Annex I (Technical Annex - TA) TC " 
EC Contract"
8. PRIVATE 
 
EC Contract, Annex IITC " 
EC Contract, Annex I"
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