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1 Executive Summary
This document summarises the main rules, conventions and approaches to be used by the
partners for the inter-project coordination, and management of the structures and
procedures for the SPROUT project.
This document will be taken by the project partners as a guideline for the monitoring, control
and execution of all administrative and financial aspects of the project, guaranteeing the
adherence of the project work to the schedule, resources and plan. The document includes a
Gantt chart and a Work Breakdown Structure (WBS), as well as a schedule and responsible
partner per task, related deliverables, and dependencies on other tasks.
It presents the results of T9.1.
This document is aimed at:
•
Ensuring the correct execution of the project’s work plan including its adaptation to
necessities that may occur during the project;
•

Assuring the overall coordination of all activities among the project partners;

•
Leading project steering with the objective to implement the project in a smooth and
consolidated way, involving the partnership and also external stakeholders;
•
Enabling timely reporting to the European Commission and the administrative and
financial management of the project.
Moreover, in this report the approach to project monitoring, supervision, reporting and review
are presented. Procedures are provided for periodic reporting on activities and effort
expenditure, to be applied by all partners for the provision of data to the Project Coordinator
(PC) and for management and financial reports preparation. Instruments are developed with
the aim to monitor the degree of completion of activities and expected deliverables. The key
provisions in the Consortium and Grant Agreements, together with an explanation of the
consortium organisational structure and decision making procedures, roles and
responsibilities, are also provided.
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2 Management structure
As stated in the Description of the Action (DOA), the overall aim of the project management
is to ensure a successful execution of the project to meet its objectives. To achieve this, the
project administrative and technical coordinators and the partners will undertake all the
necessary management and supporting actions to ensure high quality of its outcomes within
the predefined time schedule and budget of the project. Collaborative research project such
as SPROUT, have a considerable size of participating partners and high technical and
organizational complexity. As early as the proposal preparation, SPROUT partners designed
the project organisation to meet the objectives of all stakeholders i.e. the European
Commission and the cities, authorities and academic partners. In this section, the SPROUT
management structure is further advanced and elicited.

Management Structure Overview
Management of a successful project requires beside effective management of the project
partners themselves, an effective outreach to a large network of experts as well as
successful communication of the developed results outside the project where dissemination
is one of the most important activities. The consortium partners understand that this can only
be reached by a successful development combined with excellent communication inside and
outside the consortium (see figure 1).
The rules for composition, organisation and decision making of the Project’s governing
bodies are part of the Consortium and Grant Agreements (CA and GA), that have been
signed before the starting of the project according to the rules of the H2020 Programme.

Figure 1. Project Management Structure.
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The organisational structure is characterised by the following constitutional elements that
follows an iterative expansion process:
•
•
•
•
•
•
•
•
•

Administrative Coordinator (AC) or Coordinator
Technical Coordinator (TC)
Administrative Coordination Team (ACT)
Technical Coordination Team (TCT)
Innovation Manager (IM)
Validation Management Team (VMT)
Work Package & Tasks Leaders (WPL)
Pilot Coordinators (PC)
General Assembly (GA)

Roles and Responsibilities
2.2.1

EC Project Officer

The main role for Project Officer (PO) is to manage the Grants on INEA's side, for the
evaluation, monitoring and negotiation of projects, as well as their financial evaluation. This
includes monitoring and control of the official deliverables submitted through the Participant
portal, including the Project Periodic Reporting every 18 months. Particular attention is given
to dissemination and exploitation plans.
PO communicates with the Project Coordinator, who acts as intermediary between the
consortium partners and the Commission, acting as the Central Contact Point for the project.
PO participates in the Kick Off meeting, the Periodic Review meetings and the final project
meeting. Main responsibilities include the management of:
•

Objectives versus Achievements.

•

Management and Collaboration Status.

•

Financial Aspects.

•

Exploitation and Dissemination of Results.

•

Monitor fulfilment of contractual obligations

•

Via deliverables, periodic reports, on-site reviews, etc.

•

Check financial statements.

2.2.2

Project Coordinator and Project manager

The coordination role has been divided into administrative and technical tasks to ensure a
smooth and successful implementation of the project from a managerial as well as practical
aspect. Both, administrative and technical coordinators will take part in the Coordination
Team (CT).
The Coordination Team consists of all WP leaders, all Pilot Coordinators, the Innovation
Manager and the Administrative and Technical Coordinators. The Administrative Coordinator
shall chair all meetings of the Coordination Team Board, unless decided otherwise by a
majority of two-thirds.
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2.2.3

Administrative coordination

SPROUT’s Administrative Coordination is under the responsibility of ZLC. The role and
responsibilities of Administrative Coordinator (AC) will be undertaken by Teresa de la Cruz,
Project Manager at ZLC. The coordinating organisation provides the secretarial and
organisational service for the project, including contractual and financial issues, reporting,
the coordination of input to documents and their finalising, dissemination, or delivery,
preparation of project meetings, the setting-up and running of an infrastructure for internal
and external communication, and running the every-day business of the project. Additionally,
ZLC will be in charge of controlling the ethics requirements and data management policy.
For this ZLC has assigned a Data Protection Officer (DPO) and Ethics Officer (EO). Finally,
the administrative coordinator will be responsible for all contractual obligations towards the
Commission and will report on regular basis to the EC Project Officer. She may delegate
specific tasks to the partners without however sharing her responsibility.
Specific objectives are:
• Developing a Project Handbook (this document), defining the main rules, conventions
and approaches to be used by the partners for administration tasks, project
management, deliverable preparation & assessment, communication and inter-project
coordination.
• Ensuring the consistency between project work plan and financial guidelines
• Preparing and agreeing on the contract agreement, so that it is signed by all partners
• Creating suitable Forms for financial reporting based on the templates provided by the
EU
• Collecting the regular financial reports and audit certificates
• Producing, compiling, monitoring and analyzing periodical reports and management/final
reports for the European Commission
• Ensuring the Consortium payments in accordance with budget consumption
• Informing the EC and the Consortium on the prospective changes of project finances
• Dealing with legal issues that may occur i.e. Contracts, contract amendments etc.
• Executing all payments of the project
• Collecting and safeguarding the necessary documents and in general making sure that
the project execution is done according to EU rules and practices
• Undertaking the liaison with all partners regarding their administrative and financial
obligations and checking all relevant material (e.g. Invoices) that are produced during
the project’s life cycle
• Ensuring the continuous and effective operation of the Project Management Office
• Ensuring an effective & efficient IPR management process in compliance with EC
guidelines - managing the processes of project reviews and audits.

The AC will assume from the contract negotiation process to the overall Project
Management and Administration throughout the entire project duration. The role and
8
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responsibilities of the AC are laid down in the CA. According to the Article 6.4.2 of CA, the
Administrative Coordinator’s responsibilities are:
•

monitoring compliance by the Parties with their obligations

•

keeping the address list of Members and other contact persons updated and
available

•

collecting, reviewing to verify consistency and submitting reports, other deliverables
(including financial statements and related certifications) and specific requested
documents to the Funding Authority

•

transmitting documents and information connected with the Project to any other
Parties concerned

•

administering the financial contribution of the Funding Authority and fulfilling the
financial tasks described in Section 7.3 of CA

•

providing, upon request, the Parties with official copies or originals of documents that
are in the sole possession of the Coordinator when such copies or originals are
necessary for the Parties to present claims

If one or more of the Parties is late in submission of any Action deliverable, the Project
Coordinator may nevertheless submit the other Parties’ Action deliverables and all other
documents required by the GA to the Funding Authority in time.
2.2.4

Technical coordination

The Technical Coordination of SPROUT is provided by CERTH, guiding the scientific aspect
of the project work, supervising technical activities of the different work packages ensuring
consistency and quality, and planning the technical tasks timeline, reviews and meetings.
Also, the technical coordinator will be in charge of the SPROUT's overall impact
assessment. The Technical Coordinator will be Aristos Halatsis, Senior Project Manager at
CERTH.
Specific objectives are:
• Provision of guidance on the scientific aspects of the project work
• Supervision of all technical activities of the different work packages to ensure
consistency and scientific quality
• Technical/scientific meetings planning, execution & reporting
• Planning and execution of internal & external reviews of the project outcomes before
their final submission to the EC
• Overall project quality assessment
2.2.5

Innovation Manager (IM)

The IM will be in charge of supervising the innovation process through the various stages of
the project and ensuring the innovative character of the project outputs. All Work Package
Leaders will contribute to this process and the IM will report directly to the Coordination
Team. The IM will be Imre Keseru - Senior Researcher and Team leader of MOBI, the
9
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department for sustainable urban mobility and logistics at VUB. The IM will work closely with
the TC.
2.2.6

Technical Coordination Team (TCT)

For a lean and efficient management structure, a TCT will be the main body for internal
communication and decision making for all issues of medium relevance, which do not need a
formal decision of the General Assembly. The TCT is chaired by the project Technical
Coordinator and consists of all WP leaders and all overall pilot activities coordinators, as well
as the Innovation Manager (IM). It is the main body for monitoring the technical progress of
the project and the use of resources, for all short-term decisions related to the technical
management of the project. The TCT will hold regular online meetings about one per month.
If relevant, also specific task leaders may be invited to these call conferences. Finally, if
needed, its members will also meet physically, if possible in conjunction with other project
activities.
2.2.7

Administrative Coordination Team (ACT)

The AC together with the DPO and the EO will form the Administrative Coordination Team.
They will maintain meetings on a monthly basis or, if considered necessary, bi-weekly.

2.2.8

Work Package & Task Leaders

Work Package and Task Leaders are contractual partners responsible for a work package or
a task respectively. They have responsibility for the preparation and execution of the
activities in their work packages or tasks according to the work plan. They may delegate
specific sub-tasks to partners without however giving up the responsibility for the overall
work package or task. Work Package and Task Leaders are also responsible for providing
general guidelines and interfacing with and for coordinating work with other work packages
or tasks and in particular of delivering results on time that are needed as input for tasks to be
performed in other work packages on time. They are also responsible for regular reporting
on the work progress to the rest of the Technical Coordination Team and the General
Assembly. In case of major developments that may impact on the overall work plan or in
case of problems in carrying out the tasks, they need to inform the Technical Coordinator as
soon as possible and discuss with him procedural and strategic issues in order to take
common decisions to reach the project’s objectives. If considered necessary the AC will
provide support in the decision-making process. Each Work Package Leader (WPL) will
maintain monthly call conferences with the corresponding task leaders to ensure that there is
a correct progress in the technical tasks.

2.2.9

Pilot Coordinators (PC)

The activities in each Pilot City will be coordinated by one specific consortium member in the
sense of a Pilot Coordinator. This role has been assigned to FVP for the pilot in Valencia,
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ILIM to the pilot in Kalisz, BKK to the pilot in Budapest, VIU to the pilot in Padua, Technion to
the pilot in Tel Aviv, and NSCIIC to the pilot in the city of Ningbo. Each pilot coordinator will
locally run the activities and events, and complete the information required by SPROUT,
facilitating the transferability of the pilot city specific measures policies to the 2nd layer cities.
Table 1 SPROUT’s Pilots

Pilot Nº

City

Pilot leader

Other organizations
involved

1

Valencia, Spain

8-VPF

7-VALENCIA; 9-FGV

2

Kalisz, Poland

18-ILiM

19-KALISZ; 20-KALISZBIF

3

Budapest, Hungary

12-BKK

13-BPKOZUT

4

Padua, Italy

15-VIU

14-CDPA

5

Tel Aviv, Israel

17-TECHNION

6

Ningbo, China

10-NSCIIC

16-TLV
11-NBUT; NSCIIC(NBCC)

2.2.10 Validation Management Team (VMT)
The Validation Management Team will ensure the applicability of the project results, by
setting-up, managing and further developing the interaction with and contribution of three
mechanisms: the project’s 2nd layer cities, 3rd layer cities, and the OIC). The VMT will
consist of the following members:
-

Task 8.2 leader (validation strategy) – WI.
WP5 leader – POLIS.
To ensure a fluent communication flow with the city representatives, POLIS will
assign one single contact person for:
•

The 2nd layer cities

•

The 3rd layer cities

All communication to these cities should go through these contact persons.
-

Task 8.1 leader – UPM.
UPM will assign one single contact person for the OIC members. All communication
to these members should go through this contact person to avoid crosscommunications.

-

The Technical and Administrative Coordinators.

The VMT will maintain regular call conferences during the project.

2.2.11 General Assembly
The General Assembly consists of all project partners of the SPROUT consortium and is the
highest decision making body. If necessary, it will decide upon the (re-)allocation of project
budget and any major changes to the structure of WPs as basis for any contract
11

D9.1: Project Management Plan

amendments. The General Assembly’s general modus operandi will be the ambition to
achieve consensual decisions.
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3

Project meetings

Project monitoring and control processes allow for planning, tracing and monitoring of work
progress and other events that impact the project. The main formal occasions for project
control will be the SPROUT project meetings.
Project meetings will allow the entire consortium to guarantee both a detailed project
planning and the assessment of work progress.
According to the CA section 6.2.2., the chairperson of a Consortium Body shall convene
meetings of that Consortium Body in accordance with the following:
Table 2 Convening meetings according to the CA

General

Ordinary meeting

Extraordinary meeting

At least once a year

At any time upon written request of the Coordination Team

Assembly
Coordination
Team

or 1/3 of the Members of the General Assembly
At least quarterly

At any time upon written request of any Member of the
Coordination Team

The chairperson of a Consortium Body shall give notice in writing of a meeting to each
Member of that Consortium Body as soon as possible and no later than the minimum
number of days preceding the meeting as indicated in CA Section 6.2.2.2.
The chairperson of a Consortium Body shall prepare and send to each Member of that
Consortium Body a written (original) agenda no later than:
•

21 calendar days (10 calendar days for an extraordinary meeting) in the case of the
General Assembly meetings,

•

7 calendar days for the Coordination Team meetings.

Any agenda item requiring a decision by the Members of a Consortium Body must be
identified as such on the agenda.
Any Member of a Consortium Body may add an item to the original agenda by written
notification to all of the other Members of that Consortium Body up to the minimum number
of days preceding the meeting as indicated in CA Section 6.2.2.4. During a meeting the
Members of a Consortium Body present or represented can unanimously agree to add a
new item to the original agenda.
Decisions will only be binding once the relevant part of the Minutes has been accepted
according to CA Section 6.2.5.
Decisions taken without a meeting shall be considered as accepted if, within the period set
out in CA article 6.2.4.4, no Member has sent an objection in writing to the chairperson. The
decisions will be binding after the chairperson sends to all Members of the Consortium Body
and to the Coordinator a written notification of this acceptance.
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Project Progress Meetings will be scheduled both regularly and for special purposes.
Regular internal Progress Meetings, both physical and teleconferences, will be held by each
project pilot team and WP.
After the completion of every meeting, the meeting minutes will be sent by the Project
Coordinator, or the related meeting chair to all partners, with the use of the SPROUT
minutes template.
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4 Budget
Timesheets
All individuals participating in the project need to track their efforts. The Project Coordinator
has provided indications on the requirements for time-record keeping at the kick-off meeting
and via email. Each partner will be responsible for ensuring that time writing will take place
according to the EC rules. The Coordinator may request at any moment from each partner to
provide information on the time spent on each project work package, for the purpose of
monitoring project implementation and resource spending against planning.

Re-distribution of budget
In case of major deviations in the progress of the project or in the use of resources by
partners, the Coordination Team and General Assembly may include a discussion about the
re-distribution of resources. In case the Coordination Team and General Assembly decides
to modify the budget, the Project Coordinator needs to negotiate this with the EC.
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5 Work plan
The objectives of SPROUT will be pursued by the consortium through the implementation of
a work plan, described in this section, consisting of nine Work Packages (WPs) and
spanning a three-year period (36 months). Several consortium partners participate in each
WP, according to their specific expertise, knowhow and research & business interests, thus
creating the ideal mix of technical competence, and research and innovation capabilities,
which is the key to guarantee a successful and timely achievement of the project objectives.

WPs list & leaders
The table below shows the list of SPROUT’s WPs, corresponding leaders and
starting/ending month as indicated in the Grant Agreement-Annex I.
Table 3. Work Packages list and Leaders
WP
Nº

Work Package Title

WP leader

Start
Month

End
month

1

Ethics requirements

1 - ZLC

1

36

2

Understanding transition in urban mobility

4 - VUB

1

5

3

Determining the policy impacts of urban mobility
environments

4 - VUB

5

12

4

Pilots’ setup, running & testing

1 - ZLC

8

20

5

Formulating a city-led innovative policy response

5 - POLIS

21

26

6

Building cities’ policy making capacity

6 - WI

21

33

7

Navigating future policy

3 - CERTH

27

34

8

Project outcomes’ validation, transfer & exploitation

5 - POLIS

1

36

9

Project management

1 - ZLC

1

36

Tasks breakdown
5.2.1

Tasks list

The table below shows the list of SPROUT’s tasks, task leaders and starting/ending month
as indicated in the Grant Agreement-Annex I.
Table 4. Tasks list
Task n°

Task Title

Task
2.1

Urban mobility transition inventory

Task
2.2

Current state of urban mobility

Task
2.3

Urban mobility transition drivers

Task
Leader

Start
Month

End
month

4 - VUB

M1

M2

4 - VUB

M3

M5

4 - VUB

M3

M5
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Task n°

Task Title

Task
Leader

Start
Month

End
month

Task
3.1

Co-creation of city-specific scenarios

4 - VUB

M5

M6

Task
3.2

Sustainability
scenarios

3 - CERTH

M7

M8

Task
3.3

Policy impact analysis of city-specific scenarios

6 - WI

M8

M9

Task
3.4

Validation & development of narrative scenarios

4 - VUB

M10

M12

Task
4.1

Pilot evaluation framework

1 - ZLC

M8

M10

Task
4.2

Detailed specifications of pilots’ implementation

1 - ZLC

M11

M12

Task
4.3

Sustainability assessment of the pilots’ impacts

1 - ZLC

M13

M16

Task
4.4

Formulation & prioritisation of alternative policy
responses (

4 - VUB

M16

M17

Task
4.5

City-specific policies for harnessing the impact of
new mobility systems

1 - ZLC

M18

M20

Task
5.1

Validation of the wider applicability of pilot results

5 - POLIS

M21

M22

Task
5.2

Urban policy system dynamics model

3 - CERTH

M21

M24

Task
5.3

SPROUT city-led innovative policy response

5 - POLIS

M24

M26

Task
6.1

Urban mobility shared data space

6 - WI

M21

M29

Task
6.2

Evidence-based early policy alert & action tracking

3 - CERTH

M27

M21

Task
6.3

Urban policy toolbox

6 - WI

M29

M32

Task
6.4

Building cities’ policy making capacity

6 - WI

M29

M33

Task
7.1

An adapted SUMP-based policy response

3 - CERTH

M27

M30

Task
7.2

Urban Agenda policy briefs

6 - WI

M27

M30

Task
7.3

A European strategy to navigate urban mobility
policy through transition

3 - CERTH

M29

M32

Task
7.4

EU, US, China international cooperation agenda on
urban mobility policy

3 - CERTH

M31

M34

Task
8.1

Open Innovation Community (OIC) on Urban
Mobility Policy

2 - UPM

M1

M36

Task

Validation strategy

6 - WI

M4

M6

impact

analysis

of

city-specific
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Task n°

Task Title

Task
Leader

Start
Month

End
month

5 - POLIS

M1

M36

5 - POLIS

M1

M36

5 - POLIS

M1

M36

5 - POLIS

M1

M36

5 - POLIS

M1

M36

1 - ZLC

M1

M36

3 - CERTH

M1

M36

1 - ZLC

M1

M36

1 - ZLC

M35

M36

8.2
Task
8.3

Dissemination & communication

Task
8.4

Project identity & dissemination media

Task
8.5

Interaction with existing networks and EC activities

Task
8.6

Transfer of project results to European, US &
Chinese cities

Task
8.7

Exploitation strategy & IPR

Task
9.1

Administrative and financial management

Task
9.2

Technical coordination, risk and quality control &
management

Task
9.3

Ethics requirements and data management policy

Task
9.4

SPROUT’s overall impact assessment

5.2.1

Tasks interdependencies

The interrelations between the different tasks in the project are shown in Figure 2 . Ethics,
project management & dissemination/exploitation tasks that run horizontally during the whole
project duration (i.e. Tasks 8.3, 8.4,8.5, 8.7, 9.1 & 9.2) are not depicted in order to simplify
the Figure.
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Figure 2 Tasks interrelations

Gantt chart
The Gantt chart in Figure 3 illustrates the timeline of the different WPs and Task breakdown,
as planned in the Action.
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Timing

WP 3

WP 4

WP 5

WP 6

WP 7

WP 8

WP 9

YEAR 3

Ethics requirements
M1-M36
Understanding transition in urban mobility
M1-M5
Task 2.1 Urban mobility transition inventory
M1-M2
Task 2.2 Current state of urban mobility
M3-M5
Task 2.3 Urban mobility transition drivers
M3-M5
Determining the impacts of emerging urban mobility environmentsM5-M12
Task 3.1 Co-creation of city-specific scenarios
M5-M6
Task 3.2 Sustainability impact analysis of city-specific scenarios
M7-M8
Task 3.3 Policy impacts of city-specific scenarios
M8-M9
Task 3.4 Validation & development of narrative scenarios
M10-M12
Pilots’ setup, running & testing
M8-M20
Task 4.1 Pilot evaluation framework
M8-M10
Task 4.2 Detailed specifications of pilots’ implementation
M11-M12
Task 4.3 Sustainability assessment of the pilots’ impacts
M13-M16
Task 4.4 Formulation & prioritisation of alternative policy responses
M16-M17
Task 4.5 City-specific policies for harnessing the impact of new mobility systems
M18-M20
Formulating a city-led innovative policy response
M21-M26
Task 5.1 Validation of the wider applicability of pilot results
M21-M22
Task 5.2 Urban policy system dynamics model
M21-M24
Task 5.3 SPROUT city-led innovative policy response
M24-M26
Building cities’ policy making capacity
M21-M33
Task 6.1 Urban mobility shared data space
M21-M29
Task 6.2 Evidence-based early policy alert & action tracking
M27-M31
Task 6.3 Urban policy toolbox
M29-M32
Task 6.4 Building cities’ policy making capacity
M29-M33
Navigating future policy
M27-M34
Task 7.1 An adapted SUMP-based policy response
M27-M30
Task 7.2 Urban Agenda policy briefs
M27-M30
Task 7.3 A European strategy to navigate urban mobility policy through transition
M29-M32
Task 7.4 EU, US, China international cooperation agenda on urban mobility policy
M31-M34
Project outcomes’ validation, transfer & exploitation
M1-M36
Task 8.1 Open Innovation Community (OIC) on Urban Mobility Policy
M1-M36
Task 8.2 Validation strategy
M4-M6
Task 8.3 Dissemination & communication
M1-M36
Task 8.4 Project identity and dissemination media
M1-M36
Task 8.5 Interaction with existing networks and EC activities
M1-M36
Task 8.6 Transfer of project results to European, US & Chinese cities
M1-M36
Task 8.7 Exploitation strategy & IPR
M1-M36
Project Management
M1-M36
Task 9.1 Administrative & financial management
M1-M36
Task 9.2 Technical coordination, risk and quality control & management
M1-M36
Task 9.3 Ethics requirements and data management policy
M1-M36
Task 9.4 SPROUT's overall impact assessment
M35-M36
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POLIS
POLIS
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ZLC
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ZLC
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Figure 3 SPROUT´s project Gantt chart
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6 Deliverables
List & Timeline
The table below shows the list of deliverables together with the leading partner and delivery
date according to the Grant Agreement-Annex I.
Table 5. Deliverables list and Deliverable’s Leader
Deliv.
Nº

Deliverable name

Lead
participant

Delivery
date

D1.1

NEC – Requirement No.1

1 - ZLC

6

D1.2

H – Requirement No.2

1 - ZLC

6

D1.3

NEC – Requirement No.3

1 - ZLC

6

D2.1

Urban mobility transition inventory

4 - VUB

2

T2.1

D2.2

Current state of urban mobility

4 - VUB

5

T2.2

D2.3

Urban mobility transition drivers

4 - VUB

5

T2.3

D3.1

City-specific
scenarios

future

4 - VUB

6

T3.1

D3.2

Sustainability
scenarios

impacts

3 - CERTH

8

T3.2

D3.3

Policy impacts of city-specific scenarios

6 - WI

9

T3.3

D3.4

SPROUT narrative scenarios

4 - VUB

12

T3.4

D4.1

Pilot evaluation framework

1 - ZLC

10

T4.1

D4.2

Set-up report: Valencia pilot

8 - VPF

12

T4.2

D4.3

Impact assessment and city-specific policy
response: Valencia pilot

8 - VPF

20

T4.3-4.4

D4.4

Set-up report: Padua pilot

15 - VIU

12

T4.2

D4.5

Impact assessment and city-specific policy
response: Padua pilot

15 - VIU

20

T4.3-4.4

D4.6

Set-up report: Kalisz pilot

18 - ILIM

12

T4.2

D4.7

Impact assessment and city-specific policy
response: Kalisz pilot

18 - ILIM

20

T4.3-4.4

D4.8

Set-up report: Budapest pilot

12 - BKK

12

T4.2

D4.9

Impact assessment and city-specific policy
response: Budapest pilot

12 - BKK

20

T4.3-4.4

D4.10

Set-up report: Tel Aviv pilot

17 TECHNION

12

T4.2

D4.11

Impact assessment and city-specific policy
response: Tel Aviv pilot

17 TECHNION

20

T4.3-4.4

D4.12

Set-up report: Ningbo pilot

10 - NSCIIC

12

T4.2

D4.13

Impact assessment and city-specific policy
response: Ningbo pilot

10 - NSCIIC

20

T4.3-4.4

urban
of

mobility

city-specific

Related tasks
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Deliv.
Nº

Deliverable name

Lead
participant

Delivery
date

Related tasks

D4.14

Policy implementation messages from
cross-pilot results

1 - ZLC

20

T4.5

D5.1

Validation of the pilot results’ wider
applicability

5 - POLIS

22

T5.1

D5.2

Urban policy system dynamics model

3 - CERTH

24

T5.2

D5.3

SPROUT
response

5 - POLIS

26

T5.3

D6.1

Urban mobility shared data space

6 - WI

29

T6.1

D6.2

Evidence-based early policy alert & action
tracking

3 - CERTH

31

T6.2

D6.3

Urban policy toolbox

6 - WI

32

T6.3

D6.4

eLearning course on early policy alert &
action tracking

3 -CERTH

33

T6.4

D6.5

eLearning course on
coalition & governance

6 - WI

33

T6.4

D6.6

Webinars on SPROUT tools

3 - CERTH

33

T6.4

D6.7

1st workshop on urban policy design,
coalition building, governance, and policy
packaging.

6 - WI

29

T6.4

D6.8

2nd workshop on urban policy design,
coalition building, governance, and policy
packaging

6 - WI

33

T6.4

D7.1

SUMP-based policy response

3 - CERTH

30

T7.1

D7.2

Urban Agenda policy briefs

6 - WI

30

T7.2

D7.3

A European strategy to navigate urban
mobility policy through transition

3 - CERTH

32

T7.3

D7.4

EU, US, China international cooperation
agenda on urban mobility policy

3 - CERTH

34

T7.4

D8.1

OIC setup

2 - UPM

2

T8.1

D8.2

OIC setup and achievements –
status

2 - UPM

13

T8.1

D8.3

OIC setup and achievements – 2nd year
status

2 - UPM

25

T8.1

D8.4

OIC setup and achievements – Final
status

2 - UPM

36

T8.1

D8.5

Validation strategy

6 - WI

6

T8.2

D8.6

Dissemination/communication
and dissemination plan

5 - POLIS

2

T8.3

D8.7

Dissemination/communication
strategy
and dissemination plan – 1st year status

5 - POLIS

12

T8.3

D8.8

Dissemination/communication
strategy
and dissemination plan – 2nd year status

5 - POLIS

24

T8.3

city-led

innovative

policy

policy

design,

1st

year

strategy
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Deliv.
Nº

Deliverable name

Lead
participant

Delivery
date

Related tasks

D8.9

Dissemination/communication
strategy
and dissemination plan – final status

5 - POLIS

36

T8.3

D8.10

SPROUT Website

5 - POLIS

3

T8.4

D8.11

Project identity

5 - POLIS

2

T8.4

D8.12

Dissemination material

5 - POLIS

2

T8.4

D8.13

SPROUT results brochure

5 - POLIS

35

T8.4

D8.14

International transfer activities

5 - POLIS

36

T8.6

D8.15

Exploitation strategy

5 - POLIS

12

T8.7

D8.16

Exploitation strategy – 1st year status

5 - POLIS

24

T8.7

D8.17

Exploitation strategy – 2nd year status

5 - POLIS

36

T8.7

D9.1

Project Management Plan

1 - ZLC

2

T9.1

D9.2

Project Management Plan – 1st reporting
period status

1 - ZLC

18

T9.1

D9.3

Project Management Plan – 2nd reporting
period status

1 - ZLC

36

T9.1

D9.4

Data Management Plan (DMP)

1 - ZLC

6

T9.3

D9.5

Risk & Quality Assessment Reports

3 - CERTH

6

T9.2

D9.6

Project final report

3 - CERTH

36

T9.2

D9.7

SPROUT’s impact assessment

1 - ZLC

36

T9.4
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7 Milestones
The project progress will be monitored according to the SPROUT Milestones that are
presented in the following table.
Table 6. Milestone list, leaders and means of verification
Nº

Milestone name

Leader

Due date
(in
month)

Means of verification

1

City
profiles
and
transition drivers (1st &
2nd layer cities)

4-VUB

5

Submitted reports to the EC (D2.1, D2.2 and
D2.3)

2

SPROUT future mobility
scenarios

4-VUB

5

Submitted report to the EC (D3.4)

3

Pilots set-up

1-ZLC

12

Submitted reports to the EC (D4.2, D4.4, D4.6,
D4.8, D4.10, D4.12)

4

Pilots impacts & cityspecific policies

1-ZLC

20

Submitted reports to the EC (D4.3, D4.5, D4.7,
D4.9, D4.11, D4.13)

5

Validation
of
the
applicability of the pilot
city-specific policies

5-POLIS

22

Submitted report to the EC (D5.1)

6

SPROUT
innovative
response

city-led
policy

5-POLIS

26

Submitted report to the EC (D5.3)

7

Urban mobility
data space

shared

6-WI

29

Submitted report to the EC (D6.1)

8

Training activities

3-CERTH

33

Training workshop and E-learning webinars
executed successfully in T6.4 (D6.4, D6.5,
D6.6)

9

European strategy
urban mobility policy

3-CERTH

2

Submitted report to the EC (D7.3)

10

Open
Innovation
Community initial set-up

2-UPM

2

Submitted report to the EC (D8.1). reviews at
month M12 (D8.2), M24 (D8.3), and M36
(D8.4)

11

Dissemination
&
Communication strategy
and dissemination plan

5-POLIS

2

Dissemination plan submitted to the EC (D8.6).
Reviews at M12 (D8.7), M24 (D8.8), M36
(D8.9)

12

Exploitation strategy

5-POLIS

12

Exploitation strategy submitted to the EC
(D8.15). Reviews at M24 (D8.16) and M36
(D8.17)

13

SPROUT website

5-POLIS

3

Public access to a fully functional website
(D8.10)

14

Data Management Plan

1-ZLC

6

DMP submitted to the EC (D9.4).

15

Risk and quality control
&
management
procedures implemented

3-CERTH

6

Compliance to D9.3.

16

Final report

3-CERTH

36

Project final report submitted to the EC (D9.6)

on
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8 Reporting
Four types of reporting apply to all consortium members:
1. Continuous reporting to the EC in terms of submitting deliverables (through the
Project Coordination) and report on progress in achieving milestones. Official
documents will be PDFs, digitally signed if required. All deliverables will also be
stored in the project private area (shared OneDrive folder), and will be updated by
the Project Coordination.
2. Periodic reporting to EC. Administrative and Financial Reports to the Project
Coordinator for the assessment of progress. These will also provide the basis for EC
communications including annual reports.
3. Internal reporting. Technical Progress/Status Reports will be completed by WP
Leaders, communicated to the Project Coordination, distributed to all participants and
uploaded in the project private area. These reports will be the basis of WP meetings
and informing all members of progress, changes to work plan and accomplishments
to assist them in planning and facilitate risk management.
4. Public deliverables and other public documents generated within the project will

communicate effectively with external parties, including other European projects and
potential users. These documents will be available to the public through the SPROUT
website.

Periodic reporting towards the EC
SPROUT is divided into two following ‘reporting periods’ (RP) (as specified in the Grant
Agreement). Accordingly, the project will deliver two periodic reports:
•

1st periodic report on the progress of work (from M1 to M18)

•

Final periodic report on the progress of work (from M19 to M36)

These periodic reports include the production of a technical and financial report, including
the requests for payment (as specified in the Grant Agreement) and in particular:
1. a ‘periodic technical report’ containing an:
a. Explanation of the work carried out by the beneficiaries. The report is official
and must be of adequate technical quality as it will be the main description of
project progress to the EC. Elaboration is led by the Project Coordination with
the active contribution of the WPLs and collaboration from all the partners in
general.
b. Overview of the progress of work towards the objectives of the action,
including milestones and deliverables, including explanations justifying the
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differences between work expected to be carried out in accordance with the
Work Plan and that actually carried out. The report will also include
dissemination, communication and exploitation of the results. With this
regard, three reports on dissemination and communication (D8.7 + D8.8 +
D8.9) and two reports on exploitation activities (D8.16 + D8.17) are planned.
c. A publishable summary
d. The answers to the ‘questionnaire’, covering issues related to the action
implementation and the economic and societal impact, notably in the context
of the Horizon 2020 key performance indicators and the Horizon 2020
monitoring requirements.
2. a ‘periodic financial report’ containing for each RP concerned an:
a. ‘Individual financial statement’ – IFS (according to Annex IV of the EC GA).
b. Explanation of the use of resources from each beneficiary.
c. ‘Periodic summary financial statement’, created automatically by the
electronic exchange system and including the request for interim payment.
Cost statements are under the responsibility of each partner. Periodic financial reports must
be completed by each beneficiary involved in the action, for each reporting period (RP1, RP2
as detailed above). A draft version of the Individual Financial Statements will be submitted
to the Project Coordinator in good time (at least 3 weeks before the delivery date) to avoid
the existence of possible errors. The Project Coordinator will ensure all IFSs are fulfilled and
will submit them to the EC together with the technical and financial reports for every RP.
After submission of the IFS to the Project Coordinator, the Project Coordinator can request
partners to correct any error and reject the IFS (so becoming editable by the partner). This
check will only address formal errors and overall consistency with planned budget. In the
case of discrepancy with the budget, the Project Coordinator will warn the partner of possible
accounting errors. In case of relevant inconsistency with respect to the activities carried out
and the achievements in relation to the progress of the project, the Project Coordinator will
discuss the issue with the partner concerned and for relevant issues, bring it to the attention
of the GA.
The technical and financial reporting process towards the EC needs to start before the end
of each reporting period and is designed to last up to 7 weeks to comply with the submission
deadline. Intermediate deadlines will be defined to assure a good quality and review of the
reports.
In addition to the periodic reports, a Final report is envisaged in the EC GA, to be submitted
within 60 days following the end of the last reporting period (i.e. on M38 as for the last
periodic report). In particular, the Final report will include: a ‘final technical report’ with a
summary for publication containing (i) an overview of the results and their exploitation and
dissemination; (ii) the conclusions on the action, and (iii) the socio-economic impact of the
action; a ‘final financial report’ containing (i) a ‘final summary financial statement’ created
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automatically by the electronic exchange system, consolidating the individual financial
statements for all RPs and including the request for payment of the balance; and (ii) a
‘certificate on the financial statements’ (drawn up in accordance with GA Annex 5) for each
beneficiary.

Internal reporting
For efficient project management purposes, the internal reporting of the project work will be
performed every six months. Templates provided by the Project Coordinator will be used and
filled in by WPLs (with input from Task Leaders (TLs) and contributors to WP activities) and
sent to the Project Coordinator in good time. With regards to the financial and budget issues,
cost monitoring - including reports on incurred costs and use of resources (Person Months)
per WP - will be carried out also on a 6 month basis by each beneficiary and sent to the
Project Coordinator, in line with the EC cost declarations.
All the templates will be made available to the partners in the common OneDrive folder
devoted to the project. Templates and the related level of details to be provided can be
updated in the course of the project to the extent needed.

8.2.1

Progress Monitoring

8.2.1.1 Task reporting
The project progress will be monitored by the Project Coordinator through regular WP and
Task reporting periodically by using an appropriate template.
The task reporting template (inside “SPROUT_WPX_Reporting.xls”), provided by the Project
Coordinator, will be the formal instrument to communicate specific issues associated to
Tasks and WPs to the Project Consortium and General Assembly and is to be filled in by
WPLs (with all the necessary inputs from Task Leaders) and sent in good time to the Project
Coordinator.
Since individual tasks in SPROUT project are quite short, reporting will be made on a two
week basis when tasks are shorter than 3 months and on monthly basis when tasks are
longer.
An example of this template can be seen in the figure below.
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Figure 4. Screenshot of the task reporting template-example to fill in.

8.2.1.2 Financial reporting
Every six months, partners will have to inform the Project Coordinator of their relevant
incurred costs (both in terms of PMs and other costs incurred) for each WP (this includes
explanation of the work carried out in the related Tasks) in alignment with the formal EC cost
declaration procedure and timing. For this purpose, a template for monitoring, provided by
the Project Coordinator to each partner, will be completed by each beneficiary.
An example is shown in the figure below.

Figure 5 Screenshot of the periodic Use of Resources reporting template
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9 Risks identification and contingency planning
Risk management and contingency planning are implemented proactively in the project. The
SPROUT risk analysis & management process will be based on the FERMA Standard.
According to this, a risk can be defined as the combination of the likelihood of an event and
its impact on the project. The process will be owned and managed by the Technical
Coordination Team.
At the stage of the Grant Agreement preparation, major risk areas have been identified and
preliminary contingency measures have been developed as shown in the following table to
avoid or at least mitigate situations that could hamper the successful completion of the
project`s objectives and milestones.
Table 7 Critical Implementation risks and mitigation actions

Risk
num
ber

Description of Risk

WP
affected

Proposed risk-mitigation measures

1

Budget is not spent efficiently or
contributors do not deliver
according to the plan
(L: Low; I: High)

WP9

Preventive actions: Work progress will be
monitored through a close follow-up by the
coordinator and the review meetings with
the work package leaders. Deviations from
the work plan and budget will be identified
on short term through the work in Task
9.1.
Corrective actions: Compliance will be
followed
up
through
technical
coordination, risk & quality control &
management. The Consortium Agreement
provides tools to react in a timely manner
and redistribute work and/or budget.

2

Stakeholders will not reveal
information due to IPR issues
(L: Low; I: High)

WP1, WP2,
WP3, WP4,
WP5, WP5,
WP6, WP7,
WP9

Preventive actions: All considerations
should
regard
precompetitive
developments and data confidentiality will
be taken into consideration.

3

No adequate data quantity/
quality for the Urban Mobility
shared Data Space
(L: Medium; I: High)

WP6

Preventive actions: SPROUT has already
undertaken a survey of readily available
data in each one of the project cities.
Corrective actions: Engage the 3rd layer
cities as data providers

4

Stakeholder network does not
represent all relevant
stakeholders
(L: Low; I:Medium)

WP2, WP3,
WP4, WP5,
WP6

Preventive actions: A large number of
cities has already indicated their interest
through LoS in the project and their
capability to bring on board all required
stakeholders.
Corrective actions: Additional stakeholders
will be identified through a stakeholder
analysis in T2.3 for each pilot city and
engaged if required.

5

Lack of interest of stakeholders to
participate in Local Innovation

WP2, WP3,
WP4

Preventive actions: SPROUT will deploy a
proactive communication strategy to all
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Risk
num
ber

Description of Risk

WP
affected

Forums, difficulty to achieve a
critical mass of participants
(L:Medium; I: Medium)

Proposed risk-mitigation measures

relevant stakeholders and use existing
networks & contacts to quickly identify key
players and to engage them.
Corrective actions: All city partners have
strong local knowledge & contacts to
further exploit if needed.

6

Lack of (or change in) interest of
city authorities in the project (L:
Low; I: High)

WP4, WP5

Preventive actions: All city partners have
already signed an internal letter of
commitment in which they state their
willingness to engage in and promote
stakeholder-involvement.
Corrective actions: The project will
reassess its communication strategy and
revise messages & Activities.

7

Transferability towards 2nd layer
cities fails (L: Medium; I: High)

WP5

Preventive actions: SPROUT will build
upon the transferability methodology
developed and deployed successfully in
the TIDE project.
Corrective actions: 3rd layer cities will be
contacted to substitute current 2nd layer
cities. Several of these already showed
interest in participating as partners.

8

Key staff becomes unavailable;
e.g. project manager, WP-leaders
(e.g. because of sickness, job
change) (L: Medium; I:Medium)

WP1-WP9

Preventive actions: (i) Key staff will be
assisted by team-members to ensure
continuity and redundancy; (ii) A projectwide system for project documentation
and
document
control
has
been
established to ensure already generated
knowledge is not lost.
Corrective actions: All lead partners have
several experienced project managers
with capacity to replace unavailable staff.

9

Communication flows are not
fluent considering the complex
network of partners, 2nd and 3rd
layer cities and OIC which could
but in danger the quality of the
work executed.

WP1-WP9

Preventive
actions:
The
proposed
organisational project management and
decision-making structure is adapted to
optimise the communication flows and
ensure that each of the involved groups
have a single contact point.

Deliverable monitoring
The Project Coordinator has developed a procedure in order to ensure both deliverables’
quality and timely submission. For this, an adequate review and submission process
respecting the deadlines set in the Grant Agreement has been created. This procedure is as
follows.
15 days before the starting of the corresponding task(s), the deliverable lead must circulate a
draft of the table of contents (ToC) among the rest of task participants and WP leader. Those
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will have 7 days in order to provide their feedback to the deliverable lead, who will have one
week for consolidating the inputs and thus present an agreed ToC when the related task(s)
starts. This would ensure an alignment between the deliverable content and the
corresponding task(s).

Figure 6 Deliverables quality control, review and submission procedure (I)

The deliverable lead must release a first draft of the deliverable at least one month and a
half of the actual delivery date. This draft will be circulated among the rest of task
participants and WP leader. Those will have 10 days in order to provide their content to the
deliverable lead, who will have 10 days for consolidating the inputs. The second draft of the
deliverable will be sent by the deliverable lead to two designated reviewers at the same time.
The reviewers will have again 10 days to provide feedback to the lead, who also has 10 days
to consolidate and produce the final version of the deliverable. The lead will send it to the
coordinator who will have a few days in order to upload it on the Participant Portal.

Figure 7 Deliverables quality control, review and submission procedure (II)
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The procedure depicted in Figure 7 has been adapted to the individual deliverables along
the project and has been circulated among the partners as an Excel file “SPROUT
DeliverablesReview.xlsx”. A screenshot is showed in Figure 8.

Figure 8. Screenshot of SPROUT’s deliverables list, reviewing timeline and designated reviewers.
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10 Internal Communication
The internal communication strategy keeps partners fully informed about project status,
planning all issues which are important in order to maximize transparency and co-operation.
Interactive management meetings play an important role in the communication strategy. All
information (minutes of meetings, reports of visits, relevant publications, etc.) will be
communicated to the Project Coordinator, who will be responsible for channelling this
information to the other partners, where appropriate.
All regular meetings of the Project Consortium and General Assembly will be scheduled in
proper advance in order to facilitate the attendance for each member. An appropriate
agenda, proposed resolutions and decisions and possible solutions, where applicable, are
distributed to all members at least a week before the meeting. The minutes will be distributed
within a week.
In order to reduce expenses, internal communication is mainly organised via e-mail,
telephone, messengers (Skype, Teams…) and online platforms. The Project Consortium and
General Assembly meetings are realised as face-to-face meetings in order to intensify the
personal relationships and discuss problems in an adequate ambiance. When possible,
consortium meetings will be held in conjunction with pilot workshops in order to reduce
expenses.

Workspace for Collaboration
For internal communication, documents distribution and repository, an exclusive OneDrive
folder will be used to which, all partners have been provided with access (Figure 9). A
private area for the project partners will be available in the project web site.
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Figure 9 SPROUT’s OneDrive shared folder screenshot

Contact List: Team monitoring and update
A centralised contact list is maintained by the Project Coordinator and it will be periodically
updated on input from partners. The contact list is organised according to the work plan
structure (i.e. Tasks, Work packages, etc.) and there is a list also for administrative staff
involved in financial cost statement. The contact list is available in the workspace for
collaboration among the partners. It is the responsibility of the Project Coordinator to keep it
updated.
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11 Templates
The Project Coordinator provides templates to be used for the aforementioned processes.
These templates will be available as MS Word (docx), MS PowerPoint (pptx) or MS Excel
(xlsx) files. Some of the templates that will be available in the private area are:
•

Template for project presentations

•

Template for reporting (agenda of the meetings, deliverables, etc.)

•

Template for the list of participants to meetings

•

Template for task and WP progress monitoring.

•

Template for 6-monthly use of resources reports to be provided per partner.

It is the responsibility of the Project Coordinator to check that the partners will use them and
will to keep the templates up-to-date with the support of the Dissemination leader.
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