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Executive summary

Thisd AOi AT O EO OEA zMhjecE haydment RladO$ipB pOEA %OOT |

b Ol EINTEALINK- Innovating goverNment and ciTizen cedEliveRy for the digital
siNgle markedb |} EAOAET AZOAO ANTERLINKO Arad @grderentNo
959201).

The INTERLINK Project Management Plan (PMP) is the main planning document and
describes how major aspects of the project are managed, monitored and controlled. It is
intended to provide guidance and direction for specific management, planning, and
control activities such as schedule, cost, risk, communication, quality, etc. The focus of this
document is to describe the approaches being taken in the project to manage the various
work packages, share and store documents, communicate amo@gnsortium members,
control the quality of project deliverables, identify and mitigate risks associated with the
project.

Benefits of creating a?MPinclude:

1 clearly define roles, responsibilities, processes and activities;

1 increase probability that projects will be completed on-time, within budget, and
with ahigh degree of quality;

ensure understanding of what was agreed upon;

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

T
T

The PMP is awork-in-progress kind of document that will be continuously updated
throughout the project. The main updates will concern projet KPIs, project risks and
ethical concerns andwill be periodically updated at the meetings of the PMBEvery time
the PMP will be updatedthe new version will be uploaded in theINTERLINKwebsite.

The intended audience of thdNTERLINKPMP consists of members of thdNTERLINK
Consortium and the Project OfficePO).
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1 Introduction

Deliverable 1.1 details the Project Management Plan of thd&lTERLINK project. The
purpose of this document is to provide a documented plan for the management and
control of the organizational, developmental and supporting processes necessary to the
successful implementation of thdNTERLINKproject.

It outlines the goals and objectives and organizational structure; defines the
responsibilities and roles of project participants; identifies the interactions among project
partners; and specifies the general procedures and management tools that are
implemented to ensure effecive project management and successful project completion.

The development of the PMP is an evolving process: the PMP will be updated and revised
as needed.The main updates will concern project KPIs, project risks, and ethics issues:
these aspects will berevised duting the regular meetings of the project boardsAt least
once a yearthe Project Manager will illustrate the updates of the PMRo the Project
Management Boardasking for official approval. After the approval, the updated PMP will
be uploadedto the INTERLINK website. Revisions to the PMP will include periodic
updates to the plan, especially related to project budget schedule, and risks. The PM will
be responsible for the maintenance of and subsequent revisions to the PMP.

The project managemenh process and procedures included in this PMP are based on the
Project Management Bodyof Knowledge the PMBOK® Guide, tb Edition (2017),
published by the Project Management Institute.

The INTERLINKproject is employing a standard project management apprazdn based on
documented timelines, regular communications, active follow up, and formal quality
control and risk mitigation processes. To support its project management approach, the
INTERLINKproject will use cloud-shared, history-enabled, synced folders(provided by
Google Drive service) and a set of dedicated conference catizainly performed through

the GoToMeeting videoconference platformvhere a dedicatel project account has been
activated. The combination of these solutions provides the team with &lities for sharing
and managing of documents, managing work package tasks, tracking progress against
task deliverables, scheduling meetings and discussions, and generally ensuring that the
distributed project team can pro-actively collaborate to meet prgect requirements.

In order to ensure that regular progress reports are produced on time by deliverable
leaders, FBK created procedures and templates. These procedures have been finalized to
assure that actual resource consumption is tracked against platiat any deviations from
the plan are quickly surfaced and appropriate risk mitigation actions taken.

To facilitate ongoing reporting activities and project teamwork email lists have been
created.In addition, a project website(https://interlink -project.eu/) hasbeen developed

Ol OO0PPI OO OEA OAAI 60 AEOOAI ET AOGETT AT A A@bi
Finally, formal quality control and risk management processes have been established so

that project deliverables meet the operational criteria so that any deviations from plan

are properly addressed.
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2 Overview of INTERLINK project

INTERLINK aims to overcome the barriers preventing administrations to reuse and share
services with private partners (including citizens) by developing a novel collaborative
governance model that merges the enthusiasmand flexibility of grassroots initiatives
with the legitimacy and accountability granted by topdown e-government frameworks.
The foundational concept is that asolution incorporating the strengths of these two
approaches will be able to overcometheir individual limitations, namely lack of

ETOT 1 OAT AT O 1T £ POEOAOA AAODI-KNGHInidathes arddkOAT AU

of sustainability, accountability, AT A 1 ACEOE | A@WG6 At IOE ®RAA OBOA O8

To enable this, INTERLINK will provide a set of digital building blockscalled
O) 1 OAOI ET Enplén@r the defiidfl 4ozernance model and standardize the basic
functionalities needed to enable private aairs to cooperate in the delivery of a service
(organization, communication, scheduling, monitoring, etc.). In this way, the new shared
servicewill maintain the effectiveness of digital solutions adopted in grassroots initiatives
to support self-organization and make collective decisims, and at the same time fulfithe
technical and legal requirements necessary for adoption Byublic Administrations (PAS).

The INTERLINK multidisciplinaryConsortiumwill deliver the new governance model and
Interlinkers wi thin a technological framework and operational platform based on an open
software system leveraging on mobileeommunications, facilitating the ceproduction of
services between PAs and private stakeholders. The solution will lsestomised, deployed
and evduated on three usecases within the partner PAs: the Italian Ministry of Economy
and Finance(MEF), the Latvian Ministry of Regional DevelopmenfVARAM) and the City
of Zaragoza(ZGZ) Lessons learned in the three useaseswill be generalized to delivera
re-usable solution across Europe.

2.1 Project milestones

For a correct tracking of progress, thdNTERLINKproject adopts a work plan with six
Milestones.Table 1 presents the list of Milestones.

Table 1: List of milestones

Mil. Milestone name Related Est. date Means of verification
number WPs

Mill First version WP2, INTERLINK usecase requirements
INTERLINK WP4, defined for the three usecases.
requirements WP6, Technological and legal related

requirements have been collected
The stateof-the-art have been
reviewed and selected.

Preliminary governance models and

_ First release of WP2-4, technical components developed in
Mil2 INTERLINK WP6 M16 WP2-3, respectively, and their
Platform integration in the INTERLINK

Platform, following requirements
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and recommendations developed in

WP4 and WP6.
Successful validation of INTERLINK
Evaluation results Platform and governance model by
. : WPA4, .
Mil3 of first use-case M20 the three usecases in a closeg
WP5 , )
phase experiment. Successful achievemen

of usecase KPIs defined in WP5.

Improved version of INTERLINK
Platform, following lessons learnt in
WpP2-4, M26 the first use-case validation, with
WP6 improved versions of technical
components, governance models an(
co-business models.

Second release o
Mil4 INTERLINK
Platform

Successfulvalidation of the second

. release of INTERLINK Platform by
Evaluation results

. WP4, the three usecases in a heaf
Mil5 of second usecase M32 . .
phase WP5 ope_ratlonal environment. Successful
achievement of usecase KPls
defined in WP5.
The version of INTERLINK solution
Final release of including INTERLINK Platform and
Mil6 INTERLINK WP1-7 M36 Governance model, with plans for
solution sustainability and business

exploitation.

2.2 Project deliverables
Table 2 summarizes theINTERLINKdeliverables.

Table 2: List of deliverables

: Short name of lead Dissem.  Delivery
Deliverable name "
participant date
D1.1 | Project management plan| 1 FBK R PU M6
D1.2 | Periodic activity report 1 FBK R PU M20
D1.3 Final activity report 1 FBK R PU M36

Preliminary governance

2 RU R PU M16
model

D2.1

1 R: Document, report (excluding the periodic and final reports) DEM: Demonstrator, pilot, prototype, plan, designsPEC Websites,
patents filing, press & media actions, videos, etdQTHER Software,technical diagram, etc.
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Advanced governance

D22 model

2 RU R PU M32

Governance performance

D2.3 indicators

2 RU R PU M16

D2.4|  Cobusinessmodel |, CNS R PU M16
specification and analysis

D2.5 Guidelines for co 2 CNS R PU M32
exploitation processes

Identification and
D3.1 specifications of 3 FBK R PU M10
Interlinkers

Initial repository of
D3.2 Interlinkers and 3 FBK OTH PU M16
partnership tools

Final repository of
D3.3 Interlinkers and 3 FBK OTH PU M28
partnership tools

List and description of the
D4.1 socic-technical 4 FBK R PU M6
requirements

D4 | Reference architecture | TREETK OTH PU M12
model andspecification

First release of INTERLINK
D4.3 | platform and community 4 TREETK OTH PU M16
portal

Second release of
D4.4 | INTERLINK platform and 4 TREETK OTH PU M28
community portal

Final release of INTERLINF

D4.5 | platform and community 4 TREETK OTH PU M36
portal
ps.1| Usecaseplans and 5 DEUSTO R PU M16
guidelines v1
Community building and
D5.2 preliminary use-cases 5 VARAM R PU M12

activities
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Usecase deployment and

D5.3 . 5 DEUSTO R PU M20
operation report v1
D5.4 Usecase plans and 5 DEUSTO R PU M28
guidelines v2
D5.5 | Usecase deploymentand) g DEUSTO R PU M32
operation report v2
D6.1 | Data management plan 6 UCLOUVAIN R PU M6
De.2 | 'Mitialreporton legal 6 UCLOUVAIN R PU M12
requirements
D6.3 | | emplate documentation | - UCLOUVAIN R PU M16
for EU privacycompliance
D6.4 Report on legal 6 UCLOUVAIN R PU M28
requirements
D6.5 | Ethics compliance report 6 UCLOUVAIN R PU M28
D7.1 Project website 7 DEDA DEC PU M3

D7.2 Dissemination and 7 DEDA R PU M6
communication plan

D7.3 | Innovation strategy plan 7 DEDA R (6{0) M12

Dissemination and
D7.4 | clustering activities report 7 DEDA R PU M20
v.1l

Dissemination and
D7.5 | clustering activities report 7 DEDA R PU M36
v.2

Sustainability and

D7.6 e
exploitation plan

7 DEDA R 6{0) M36

3 Project organization

The INTERLINK Consortium is comprised of ten partners and is coordinated by
Fondazione Bruno Kessler (FBK) in Trento. The partners of tHAITERLINKConsortium
hold considerable and longlasting experience with EU research projects. FBK in
particular hasa strong experience in coordinating European research projects, and expert
FBK staff supports all administrative, legal and financial tasks.
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The @nsortium composition shown in Table 3 results in a dynamic, focused and
strategically balanced group between academia, public administration and industry

Table 3: Consortium composition

Beneficiary Participant organisation name Participant  Country
No * short name
1 Fondazione Bruno Kessler FBK IT
2 Universidad de la Iglesia de Deusto DEUSTO ES
3 Tree Technology SA TREETK ES
4 Radboud University RU NL
5 #1171 OAS6. 63AE , OA CNS Fl
6 Université Catholiquede Louvain UCLOUVAIN BE
7 Dedagroup Public Services DEDA IT
8 -ET EOOAOI AAT T 8%AT 111 EMEF IT
9 Vngs "Aizardibas un Regionalas Attistibai VARAM LV
Ministrija
10 Ayuntamiento de Zaragoza ZGZ ES

3.1 Management structure

The coordination of theINTERLINKproject requires special attention to the management
of multi-disciplinary activities in order to define an organization that meets the overall
INTERLINK objectives, with the right balance between rigor and flexibility and giving
room to innovation and creativity. Special attention must also be paid to the content of
each WP in order to ensure the maximum consistency and solidity in the project.

The main objective of the management is to ensure that all projectlated tasks are
performed succesfully and comply with contractual requirements. The key features for
successful project management are:

1 a management organization that is matched with the project complexity;
1 efficient communications within the organization;

1 clear definition of contractual requirements and relationships;

1 adequate planning and control procedures

9 and comprehensive quality and risk management frameworks.

In order to achieve efficient project implementation, the structures of the Work Packages
(WPs) and their related tasks hae been defined with the aim of minimizing overlap
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between different activities. Figure 1 shows the relation among task and WP in the
INTERLINK work-plan. This allows the definition of clear responsibilities, roles and
objectives for all project resources. Within the project each partner has a clear
responsibility and lines of reporting: each task activity in a WP is led by a partngacting

as the task leader that reports and interacts with the work package leadersand

coordinatesthe technical workin the taskaccording to the project and WP objectives.

WP1 )
T1.1 T1.2 T13

\ /

—
/ \ WP7
wWP2

T2.1

WP3| 134

b

T3.2

T22 = T23 T3.3

D5.1,
D5.3,
D5.4

q,\ & G | WPS 75y 153

O Ay L Z

Q < . 1Y

7 L P (¢ T7.2
\ Q./d/ —_— T5.2 T5.4

D4.4

D4.3,
WP4 Ta3
T4.1 —> T4.2 < > T4.5 173
\ T4.4 /
N—

T2.4 = T2.5 | D212

D2.1, D3.2,
D4,1, D5.2 l D6.1-4 T7.4

[ WP6 ]
T6.1 T6.2 T6.3 T6.4
) D

Figure 1: INTERLINKwork -packages and their relations

3.2 Roles and responsibilities

). 4%2,).+80 1 OCAT EOAOGET T h AAOGECTI AA AU AADPEO!
Consortium partners in Europeanfunded projects, is aimed at responding to the needs of

a project characterized by an ambitious activity plan and a hetegeneous and
complementary Consortium of universities, research centres, public administrations and

SMEs.

The INTERLINK project management structure is as follows

o the Project Coordinator (PC), acting as the general manager and overseeing the
technical progress of INTERLINK;

o the Project Manager (PM), supporting the PCin administrative, financial and
management issues;

o the Innovation Manager (IM), in charge of boosting the adoption of INTERLINK
results outside the INTERLINK Consortium;

o theWork Package Leaders (WPL), responsible for the successful execution of the
work packages;

o the Project Management Board (PMB), chaired by thePCand consisting of one
representative of each partner of the Consortium,;
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o the Ethics Advisory Board (EAB), supporting the PMB in dealing with ethics,
privacy and data protectionrelated issues;

o the Advisory Board (AB), as external consultant body to thd®MB.

The interactions between the different actorsand bodiesare shown in Figure 2.

— ETHICS
. ADVISORY ADVISORY

*
* * BOARD
* . BOARD
* 4k /'\ ;

[ Project Coordinator ]

[ Project Manager ] [ Innovation Manager ]
Project Management Board
ICT GOVERNANCE / LAW BUSINESS USE-CASE PROVIDERS
FBK DEUSTO TREETK RU LOUVAIN CNS DEDA || MEF VARAM 2GZ
v v v ¢ v v ¥ ¢ v ¥
WP1,3 WP 5 WP4 WP 2 WP 6 T2.4-5 WP 7
LEADER LEADER LEADER LEADER LEADER LEADER LEADER PiLOT PiLOT PILOT

Figure 2. INTERLINK management structure

In more detail, the roles and their responsibilities are as follows:

Project Coordinator (PC) z Matteo Gerosa (FBK), male

Responsibilities: The PC will be the primary responsible for the INTERLINK project and
will act as the intermediary between the Consortium and the European Commission. He
will also be responsible for the overall coordination of the project execution, and W
work on the day-to-day management of the project in collaboration with the Project
Manager. The PC will also chair the meetings of the Project Management Board. With the
help of the project manager, the PC will develop the Project Management Plan, whvaill

be updated throughout the period of the project, representing the primary source of
information on how the project will be planned; executed; monitored and controlled; and
closed. This plan will contain responsibilities assigned throughout the tearior achieving
and maintaining quality; monitoring and controlling all types of procedures adopted to
manage the project, e.g. reporting procedures, specifying frequency, format and quality
standards of project documents; procedures to solve conflicts; predure to ensure
financial control, etc.

Project Manager (PM) z Danilo Giampiccolo (FBK), male
Responsibilities: the PM will be responsible for overseeing the Administrative and
Financial Management of the project, managing advance payments, transfer of the sums
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allocated among the contractors as per budget and record keeping of EC payments
allocated/paid to the contractors. The PM will also support the PC in making sure that the
project will be managed using the highest standards and procedures in compliance with
the recognised international standards for project management set by thé&roject
Management Institute (PNW) and will respect the constraints of scope, cost, timeand
quality, by leveragingon an extensive experience in fject management practices.

Innovation Manager (IM) z Luigi Zanella (DEDA), male

Responsibilities: will be in charge of promoting the adoption of INTERLINK results
outside the INTERLINK Consortium. The IM will take care of contacts with organizations
that may be a potential user of the INTERLINK platform, and will consider especially
adoption in the long term, once the project has finished. He will work in close touch with
the PC and with the PM. He will supervise the exploitation activities of the individual
partners and coordinate the elaboration of an exploitation plan. In order to fulfil this goal,
the IM will personally act as the WP7 leader, and will also be in charge of promoting the
adoption of an innovationoriented mind-set by all project partners in all project
activities, in line with the principles of the INTERLINK innovation management appach.

Work Package Leaders

Composition: Each WPL is appointed by the organisation responsible for ea®liP.
Responsibilities : each WPL will be responsible for the planning, progress control, quality
management and the successful completion of its WP and of the interactions with the
other WPs according to the work plan. Their activities will include:

0 keeping WPon track and repat WP status to the PC;

o planning, distributing among WP partners actions transmitted by the PC and
monitoring their execution;

0 supervising the work of the WP team, identify problems and risks and when
necessary propose revisions of the WP plan.

Project Management Board (PMB)

Composition: The Project Management Board (PMB) will behaired by the PC and will
consist of an appointed representative from each partner. The PC will also act as the FBK
representative. The PMB will include the PM and the IM, whaill however participate
without voting rights.

Responsibilities: The members of the PMB will be nominated during the kickff meeting.
These appointed representatives will be delegated by the Consortium partners and have
their full support.

This board,chaired by the PC, will bear thdighest decisionmaking responsibilities and
policy setting powers; it will be the collective decisioamaking body of the Consortium
and will be in charge of all technical and management decisions. The PMB will monitor
the performance of the Consortium Agreement in which several matters of high relevance
to the project and the Consortiumz such as IPR; confidentiality and exploitation issues;
conflict resolution; decision-making procedures; agreements mechanisms; and voting
rights, etc.-- will be formally defined. The board will also be responsible for monitoring
the project progress; approving the Project Management Plan and any amendments to it;
preparing and approving amendments to the implementation plan and to the Grant
Agreement; asgssing project risks; deciding on budgetelated matters; reviewing the
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policy and strategy for dissemination and exploitation; identifying, monitoring and
resolving any IPR issues; resolving intepartner conflicts during the project, whenever
not success$ully mediated by the PC; and deciding to prematurely terminate the project if
deemed necessary.

Meetings: summoned at kast every 4 months or upon request of one of the partners.
Meetings may be carried out either via teleconference or fage-face.

Advisory Board - The ABwill consist of experts and potential users of project outcomes,
who can provide early feedback and guidelines to the INTERLINK project. The AB
nominated after the initial meeting of the PMB, consists of external experts
representativesof PA, local organizations of professionals; enterprises working in the PA
sector internationally renowned researchers in the communities relevant to INTERLINK
such as Public Governance, ICT, etc

Meetings - The AB will interact with the Consortium viaemail and during annual meetings
held in videoconference.

Ethics Advisory Board z The EAB will be composed of at least three Ethics Advisers (EA)
external to the project, independent from the projecipartners and free from any conflict
of interest. EAB manbers will be appointed after the initial meeting of the PMB.
Responsibilities: The EAB will support the PMB in dealing with ethics, privacy and data
protection-related issues and in putting in place the procedures to handle them
appropriately.

Thegeneral responsibilitiesof the EABinclude:

1 Maintaining an overview of the work throughout the whole course of your project
and help the Consortium to think ahead about possible problems that might arise
and how they can be addressed (i.e. checking forropliance with ethical standards
within the relevant research fields);

1 Creating reports (statements) about the ethical acceptability of the planned
research. One updated version of this deliverable will be sent after the first
meeting of the abovementioned Committee, which will define ethical and societal
aspects that should be taken into account during the project lifespan, both when
collaborating with project participants and when defining the functionalities of the
final INTERLINK platform/services. Thisupdated version will be delivered before
the gart of the piloting activities;

1 Reporting the progress of how the ethical issues are addressed will be provided in
Os$p8¢ )T OAOI AAREAOA AAOEOEOU OADPI 006 j-¢1(Q

Further specific responsibilities of theEABinclude:

1 Providing detailed information on the relevant project activities to the Data
Protection Authorities of the involved Member States on the source and secondary
use of the data. Their approvals will be sent to the EU Commission and reported
through deliverable D1.2- Periodicactivity report (24).

9 Submitting any further copies of its ethical approvals/opinions/natifications to the
EU Commission reported via deliverable 1.2 - Periodic activity report (M24),
prior to the commencement of each relevant WPhat collects or processes data,
and where applicable.
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1 Besides these documents, and where applicable, providing the EU Commissiath
further detailed information on the source of the data, privacy/confidentiality, and

the procedures that will be implemented for data collection, storage, access,
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sharing policies, protection, retention and destruction. Confirmation that they
comply with European and national legislation Wil also be included (i.e. via the
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Meetings: the EAB will besummoned at least every year, or whenever an issue that

006 Qs

requires its convocation arises. Meetings will be wstly held via teleconferenceThe PMB

members will also be invited as listeners to the EAB meetings in order to keep the

management body of the project up to date with the ethical issues that may arise

The management structurebased on rolesdescribed aboveprovides a good balance
between striving for a light organizational load and detailing a structure that fits with the
complex of a project liklNTERLINK The above roles have very clear responsibilities with
no overlap, as showrin Table4.

Table 4: Management figures and responsibilities

Category ' Responsibility Roles and Bodies |
Overalldirection and major decisions of . .

General . . - Project Coordinator
the project; communication, control and ;

Management . - Project Management Board
corrective measures
Supervision of deliverables preparation

Financial and| and submission, organisation oproject

day-to-day meetings and reviews, control overalll - Project Manager

management | project expenditure, cost report

collection, check and payment

Scientific and

Coordination of operative efforts on al
scientific, technical, services and

- Project Coordinator

technical businessrelated basis, responsible for
o . ) - WP Leaders
management | scientific, technical and businesd
decisions
Monitoring, consultancy feedback,

Consultancy,
Exploitation,
Dissemination

exploitation and dissemination of the
results of the tedinology-driven project

in order to provide fundamental impact
end boot the adoption of project results

outside the Consortium.

- Innovation Manager

- Advisory Board

- Ethics Advisory Board

INTERLINK
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3.2.1 Responsibility assignment

Work done in the project is globally divided in 7 work packages. Each WP is composed of
Tasks. Each task has a responsible person that monitors its progress, takes decisions
about work distribution at that level, informs about its status to the upper leveltransfers
actions from the upper level and assigns them to the proper entity. Details about WP
leaders are given inAnnex 1.

3.3 Consortium procedures

Day-to-day scientific and management decisianare taken by the PC. Strategic decisions
and major technical and operational decisions (like any reschedule of deliverables,
milestones, tasks, effort) are taken by the PMB, which has the highest decisimaking
responsibility and policy setting power.

The decisions of the PMB will be validly made withwo-thirds (2/3) of its members
present or represented (quorum). Each member willhave one vote. Defaulting Parties
may not vote. In case of conflict resolution voting, a majority of 80% is requiredhe FC
mediates and participates in all important decisios.

Any decision may also be taken without a meeting if the PC circulates to all members a
written document which is then signed by the defined majority of members. Such
document shall include the deadlie for responses. Decisions will only be binding once
the relevant part of the minutes has been accepted.

A member who can show that its own work, time for performance, costs, liabilities,
intellectual property rights or other legitimate interests would be severely affected by a
decision of the Project Management Board may exercise a veto with respect to the
corresponding decision or relevant part of the decision. When the decision is foreseen on
the original agenda, a member may veto such a decision duritige meeting only. When a
decision has been taken on a new item added to the agenda before or during the meeting,
a member may veto such decision during the meeting and within 15 days after the draft
minutes of the meeting are sent. In case of exercise @tw, the members shall make every
effort to resolve the matter that occasioned the veto to the general satisfaction of all
members. A Party may not veto decisions relating to its identification as a Defaulting
Party. The Defaulting Party may not veto dedisns relating to its participation and
termination in the Consortium or the consequences of them. A Party requesting to leave
the Consortium may not veto decisions relating thereto.

The PC shall produce written minutes of each meetintpat shall be the fomal record of

all decisions taken. He shall send draft minutes to all members withirblcalendar days of
the meeting. The minutes shall be considered as accepted if, within 15 calendar days from
sending, no member has sent an objection in writing to the R@th respect to the accuracy

of the draft of the minutes. The PC shall send the accepted minutes to all the members of
the Project Management Board.

The Project Management Board shall be free to act on its own initiative to formulate
proposals and take deisions in accordance with the procedures set out.
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3.4 Conflict resolution

Conflict is not expected to be a significant factor since the roles of each partner have been
well defined so as to avoid any misunderstandings that might occur later in the project.

The resolution of problems and conflictss handled systematically. Establishing a good
working relationship among the project team members is a prerequisite for the quick
resolution of problems and issues.

Conflict resolution is based on the principle trat any dispute should be resolve@micably

and as close to thesource as possible, thus, conflictat a local leverare managed by the

people involved (e.g. a dispute between the partners engaged in a WP should be
addressed by that WP team).

ConfictswhiAE AAT 11T O AA O 1 OAA ET OAOT Al 1T U AOA OAE
process that is focused on optimising outcomes and maximising the benefits of all parties

involved.

In case of conflicts arising within theConsortiumregarding the carrying out d the project
or other matters related to the project itself, the following steps are taken:

1 The parties will try to resolve the conflict issue amicably between them;

1 If a conflict cannot be resolvedat a lower level it will be raised to the PC; for
conflict resolution on technical aspecs, the PC is in charge of proposing an
alternative. If this is agreed, the issue is solved;

1 If this attempt fails the question will be brought to the first scheduled meeting of
the PMB, or incase of urgency, an ad hoc meeting of the PMB will be called for by
the Project Coordinator, upon request of a PMB member;

1 The question will be discussed within the PMB, and the@will try to solve it by
consensus;the PMB will decide which procedure will be followed, and the
corresponding correction measures that should be taken. Theartner that
provokes the conflict will declare acceptance of the procedure and the corrective
measures.

1 If the conflict cannot be resolved, the P@ill declare thepartner not aligned with
the project execution and the Consortium will ask for a contract termination for
the participant concerned, with the contractually stated consequences. TROwill
be immediately notified of the situation and of the measures to be taken wrder
to solve it. An appropriate review of the work plan will be suggested by the PC,
approved by the PMB and sent to the commission for acceptance.

1 In case it is decided (by the PC or PMB) that a conflict resolution will involve a
voting procedure among partners, a majority of 80% will be required for the
decision to go ahead (8 out of 10 partners).

3.5 Stakeholders (Internal and external)

-AT ACAT AT O 1T £ OOAEAET 1 AROOS AjS, gthoGohthebeila® EO A A
strong links with  WP7 concerning bdh dissemination and exploitation activities.
Stakeholders are considered key drivers to project exploitation so their selectiomust

OAEA ET AT 1 OEAAOAOEITT AlIl OEA AAOI OO0 PEOT OAI

INTERLINK Deliverable D1.1 Pageb8 of 58



=l (N TERLINK _—

A first exercise to identify allkey stakelolder categories is summarised inrable 5.

Table 5: Preliminary list of INTERLINKstakeholders

ID Description Interest(s) Observations
STK#1| Project partners Actively participate in No engagement
the project needed

STK#2 | Public administrations | Interested in using
Interlinkers to co-create | Dedicated

and codeliver new engagement activities
services
STK#3| Private citizens Potentially interested in | Dedicated community

being involved in the ce | building and
creation and codelivery | engagement activities

of new services required
STK#4 | Businesses and Interested in exploiting
associations INTERLINK to cecreate | Local websites

and codeliver services designed to engage
designed around their them

needs

STK#5| European Commission | Project enabler, esearch
outcomes and their

No engagement

: needed
evaluation
STK#6 | Scientific community Scientific
Scientific exploitation of | dissemination
achieved results designed to support

their engagement

For each identified stakeholder categoryan analysis of their interests and whether those
interests are in favour or against the goals of the project is conducted by tNeéP5 leader,
and the PMB together with the PC and®M. For those stakeholders thaare deemed
appropriate, pro-active engagement plans are defined and conducted.

A review of the stakeholder list isbeing done on a regular basisto identify new (if any)
stakeholders and to asses the engagement and attitude of each stakeholder. When
needed, new engagement plans will be defined and launchednd already existing
engagement plans will be modified.

Details on the procedures and criteria that are used to identify/recruit participantsn the
project are included in the deliverable 3.2 Community building and preliminary use case
activities.

4 Project schedule

An overall INTERLINKhigh-level schedule has been prepared by the PM to include the
different phases and milestones of the project as
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Figure 3 shows.
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Figure 3: INTERLINKproject phases

The detailed timing of theINTERLINKwork -plan (Gantt chart) is given n Annex 2 ofthis
document which constitutes the baseline. The project schedule is updated monthly to
reflect the progress of the work. This section also addresses how action items are
documented, tracked, and closed.

4.1 Schedule management

Schedule management is the process of ensuring that the project schedule is baselined,
maintained, and managed. It is a dynamic process that occurs throughout the project
lifecycle: under the rolling wave approach, as more information becomes availabldet
schedule can be refined to reflect the updated information. Schedule management is
accomplished through astrict change control process, and a comprehensive monitoring
and reporting system. Project status is monitored against the baseline on a monthlgdis
and the Work-plan will be updated asneeded. The PM has primary responsibility for
coordinating the gathering of schedule status information from all partners.

The project overall schedule management is the responsibility of the PC; the schedule
management within each WP is managed by the leader of that WP; the detailed action plan
for each task will be managed by the leader of that task; thus, thifferent schedule
management processearetherefore managed by different people depending on the level

As the monthly monitoring is performed, the PM may identify schedule slippage on critical
paths tasks: the PM and the PC will work together to identify ways to get the project back
on schedule.
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For variances greater than 1 montlthe project manager maychoose to ask guidancéom
the PMB. Variances grater than 3 monthswill require more incisive action and the PM
and PC will immediately inform the PMB if they determine that any milestones are at risk
of being missed.

If a change occurs, the PM shall ingporate proposed change(s) into an updated work
plan. This document contains a revision history log where the following information
should be recorded:

9 the incremented version number;

1 the date;

1 the name of the person authorizing the change;

1 the description of the change;

1 the effects of the change on the progress of the work.

In casea milestone is missed a revision of theschedule baselineswill be managed and
controlled by the change management plan.

The approved scheduleplan will be stored in the INTERLINKGoogle Drive repository,
maintained by the PM and available to all project team.
4.1.1 Action item management

Action itemsare tracedin the relevant minutes d meetings and teleconferences and kept
track of using the Meister Task managing tool.

The PM is in chargeof managing the project action. The opencdion item list will be
revised and discussed duringall recurrent meetings.

5 Project budget

As specified in the Consortium Agreement, the financial contribution of the Funding
Authority to the INTERLINK project is distributed by the PCaccording to:

1 the Consortium Plan;
1 the approval of reports by the Funding Authority.

The coordinator must distribute the payments between the beneficiaries without
unjustified delay. The following payments will be made to th€oordinator:

1 one pre-financing payment;
1 one or more interim payments, on the basis of the request(s) for interim panent;
1 one payment of the balance, on the basis of the request for payment of the balance.

The aim of the pre-financing is to provide the beneficiaries with a float. It remains the
property of the EU until the payment of the balance. The Agency will makéaed pre-
financing payment to the coordinator within 30 days either from the entry into force of

the Agreement or from 10 days before the starting date of the actioAccording to the EC
regulations, 5% of the maximum grant amount is retained by the Agencydm the pre-

AET AT AET ¢ PAUI AT O AT A OOAT OEAOOAA ET OI OEA
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Interim payments reimburse the eligible costs incurred for the implementation of the
action during the corresponding reporting periods. The Agency will pay to the
coordinator the amount due as interim payment within 90 days from receiving the
periodic report.

The payment of the balancaeimburses the remaining part of the eligible costs incurred
by the beneficiaries for the implementation of the action.

The payment schedule, which aatains the transfer of prefinancing and interim payments
to Parties, is handled according to the following:

1 Funding of costs included in the Consortium Plan will be paid to Parties after receipt
from the Funding Authority without undue delay and in confomity with the
provisions of the Grant Agreement. Costs accepted by the Funding Authority will be
paid to the Party concerned.

1 The Coordinator is entitled to withhold any payments due to a Party identified by a
responsible Consortium Body to be in breach foits obligations under this
Consortium Agreement or the Grant Agreement or to a Beneficiary which has not
yet signed this Consortium Agreement.

1 The Coordinator is entitled to recover any payments already paid to a Defaulting
Party. The Coordinator is eqully entitled to withhold payments to a Party when this
is suggested by or agreed with the Funding Authority.

A Party which spends less than its allocated share of the budget as set out in the
Consortium Plan orz in case of reimbursement via unit costsimplements less units than
foreseen in the Consortium Plan will be funded in accordance with its actual duly justified
eligible costs only.

A Party that spends more than its allocated share of the budget as set out in the
Consortium Plan will be funded oty in respect of duly justified eligible costs up to an
amount not exceeding that share.

A Party leaving theConsortium shall refund all payments it has received except the
amount of contribution accepted by the Funding Authority or another contributor.
Furthermore , a Defaulting Party shall bear any reasonable and justifiable additional costs
occurring to the other Parties in order to perform its and their tasks.

More details can be found in the Consortium Agreement and in the Grant Agreement

5.1 Budget/Cost management

The objective of applying cost management is to ensure that the project is completed

within budget. Cost Management refers to the process of gathering, tracking and

i ATACET ¢ OEA £ET AT AEAI OAOI OOAAO GeBsQdli€SCET OO
heavily on accurate estimates and actual data that need to be maintained and updated
accordingly. Having quality input data is the key to obtaining reliable cost information for
managing resources and making decisions. Cost summaries informatiah the different

levels are rolled up from task level to the project level.

Costs estimation and budget determinationwere done in the proposal phase of the
project. The project budget reflects the whole estimated eligible costs thANTERLINK
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Consortiumpartners need for executing the project activities and is detailed in the overall
project budget in the Grant Agreement.

In order to keep track of the estimated and real budget spent by each partner, the PM
requests a financial internal report every 6 moths, where personnel costs, other direct
costs and indirect costs during the period are indicatedogetherwith the effort expended

in the project activities expressed in person/months Each partner is responsiblein
controlling their costs (personnel, stocontracting, and other indirect costs) in accordance
with their own accounting and management principles and practices.

The PM shall prepare a status update every 6 monthiscluding tracking and evaluaing
trends and variances in the costs associated i the project in order to provide timely
management reporting which will enable rapid response and mitigation to adverse
trends, problem areas, progress shortfalls, potential progress or cost impacts, etc. before
they become milestone impacts.

The PMwill report on the 6-month financial check tothe PMB to review planned vs. actual
progress, forecasted activity, areas in need of recovery and upcoming critical milestones.

This procedure is aimed at ensuringthat the project costs and available contingety
amounts are monitored continuously and that there is adequate funding to cover
proposed budget changedn case se or reallocation of contingency fundsare neededthe
PMB will be consulted for approval Major cost deviations from the project budget will
have to be approved by the PMB.

6 Risk management

According to the 6" Edition of the PMBOK® Guide A OEOE EO OAl Of1 AA
condition that, if it occurs, has a positive or negative effect on one or more project
objectives such as scope, scheduld,i OOh T O NOAI EOU86 &I O OEA b
only uncertain events with a potential negative impaeare considered. If the foreseen event

10O ATTAEOEIT OAEAO bpiI AAAh EO AAATIT AO Al A
Consortium.

From this perspective, Risk Management is the identification, assessment, and
prioritization of risks to minimize, monitor and control the probability and/or impact of
unfortunate events also known as threats. Since not all risks can be eliminated, mitigation
strategies and contingency plans can be developed to lessen their impact if they occur.
Essentially, effective risk management requires an informed understanding of relevant

risks, an assessment of their relative priority and a rigorous approach to monitoring ah
controlling them.

The responsiblity of managing project riskslies with the Coordinator: identified risks are
tackled and alerts are raised in case any of the identified risks increases its prioritill
activities related with the risk management are nonitored by the PM with collaboration
of each WP leader for specific issues relevant within every specific WP.
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6.1 Risk management strategy

The Risk nanagement activities are applied to thdNTERLINK project to attempt to
decrease the probability and impact ohegative events by identifying and planning for
risks before significant negative consequences occur. This section describes the process
used to identify, classify, document and track risks during the project. The risk
management lifecycle is made up ohe following steps, as shown ifrigure 4:

Risk analysis,
Risk qualification Risk response Risk monitor

identification and planning and control
prioritization

Figure 4: Risk Management Process

These steps are executed in sequence for eachopect risk introduced in the risk
management process.

EachWPLeaderdevelops a specific risk management plan for the WPs they are managing.
These WPRspecific risk management plans will be rolleelip into a single risk management
plan for the whole project.

The most commonly used tool to record information about risks is t Risk Register,
which acts as a central repository for all identified potential threats of the project.
Prepared by the PM (with inputs from all members), the Risk Register is used to identify,
classify, organize, evaluate and track all levels of risks dah may affect the project.
Mitigation strategies are then identified and tracked for implementation at appropriate
times during the timeline of the project.

The Risk Register is maintained by the Project Manager and is constantly updated as the

project evolves. The most critical risks in theRisk Registerare reviewed as a standing

ACAT AA EOAI 1T &£ OEA DPOI EAAOSO 111 OEdcHriskisi AT AOU
considered to see how it has changed since the last meeting, to monitor the statusiekr

mitigation measures, and to determine if any actions need to be taken to further reduce

the risk. In practice, theINTERLINKRIisk Register consists of a spreadsheet that is stored

AT AAOOI T EAAT T U ET OEA rmraly, BelvAiéksvill b& idedthied] AT OA
assessed and strategies for mitigating them will be developed.

A version of theINTERLINKRIisk Register igeported in
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Annex 3 z INTERLINKRIsk Register The Risk Register, stored in the project repository,
will be updated at the PMB meeting.

6.2 Risk identification

Risk Identification is the proactive process of unceering risks that might affect the
project before they turn into problems. Risk identification is an iterative process. The first
phase of risk identification occurred during the proposal phase of the project; the risks
identified during the proposal phasehave been reexamined and updated based on the
current state of the project. This process of ongoing updating will continue throughout
the lifecycle of the project.

Participants in risk identification include subjectmatter experts, WP leaders, project
management and team members. Identified risks are documented in tiask Registerand
discussed/reviewed during the monthly project plenary meetings.

Risks may span through various aspects including those that are political, destgelated,
procurement-related, environmental, technical, organizational, external, and/or
economic. FONNTERLINK two categories have been initially used, i.e. projedevel risks
and WRlevel risks.

Each time a new risk is detectedt shall be managed. Nevertheless, the biggest effort has
to be put at the beginning in order to anticipate, as far as possible, the monitoring of
possible risk and plan, ifso, mitigation actions.

6.3 Risk analysis, qualification, and prioritization

Risk Analysis is the most detailed phase of the entire risk management process. It involves
evaluating and prioritizing the risks. Evaluating a risk involves establishing values for its
potential effect on scope, cost and/or schedule of the project. A determination is made as
to the:

1 probability (likelihood) of the risk occurring;
1 ability to mitigate the risk;
1 potential effect of the risk.

There are two primary methods for conducting risk analysis:

1 qualitative: assessing the probability and impact of risks;
1 quantitative: using mathematical methods to objectively assess the probability and
impact of risks.

The determination of risk probability (likelihood of occurrence) and impact (degree of its
effed) is a subjective process which considers the criticality of internal and external
project factors within the specific context of theNTERLINKproject. The probability and
the impact for each identified risk are assessed using the following approach:

Probability

1 Lowz (<30%)
1 Mediumz (30-60%)
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1 Highz (>60%)
Impact

1 High(Major) z Risk that has a major impacon project cost, schedule or performance

1 Medium(Significant) z Risk that has the potential to significantly impact project cost,
schedule or performance

1 Low (Minimal) z Risk that has relatively minimal impact on cost, schedule or
performance

Based on the risk analysis, each risk is prioritized and ranked.

6.4 Risk response planning

Risk response is the process of deciding what should be done with a riianything at all.
Risk response answers two key questions: (1) who owns the risk (responsibility) and (2)
what can / should be done (scope and actions). Strategies and plans are developed to
minimize the effects of a risk to a point where the risk can beontrolled and managedFor
each major risk (.e. those falling in the Red & Yellow zones in the ImpaBrobability
Matrix), a risk response plan is usually developed. The range of response actions for the
project is as follows:

1 Transfer : risk is externalto the project. Resources and knowledge outside of the
project are better able to manage the risk. Transfer implies the ultimate
accountability, responsibility and authority to expend resources,and requires
acceptance of the risk by the receiving partylransferring liability for risk is most
effective in dealing with financial risk exposure.

1 Accept: do nothing, but handle the risk as an issue if it occurs. However, no further
resources are expended in managing the risk. These are usually risks of lower
significance.

1 Avoid: determine actions that if executed enough in advance will prevent the risk
from occurring.

1 Mitigate : eliminate or reduce the risk by reducing the impact, reducing the
probability, or shifting the timeframe when action must be taken.

1 Watch: monitor the risks for early warning of critical changes in impact, probability,
timeframe or other aspects.

1 Contingency: determine actions that are executedonce the risk has occurredo
address the situation (actions taken especially to minimize adverse consequences).

For all identified risks, the various handling techniques should be evaluated in terms of
feasibility, expected effectiveness, cost and schedule implications and theeeff on the
project implementation.

The results of the evaluation and selection will be added and documented in th&isk
Register, which includes:

I responsibility is assigned to aConsortium member (risk owner) to ensure that the
OEOE xEIl 1OBPAOEARAREOE&EDT OCE
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1 an adequate response strategy is chosen (specific actions to be taken to reduce the
probability that a threat will become real);

1 a contingency plan, i.e. the actions to be taken to reduce the impact of a threat that
becomes an actual issuesidefined,;

1 the triggers (indicators of risk event occurrence) are described;

1 responsibilities for each agreedupon response is assigned;

The BV, together with the concerned WP and Task Leaders, is responsible for developing
and evaluating different risk hd A1 ET ¢ OOOAOACEAO OEAO AOA
circumstances. The selected strategies require approval by tHBITERLINKPMB before

being applied.

The PM is also responsible for monitoring and controlling the performance of risk
handling actions.

6.5 Risk monitor ing and control

Risk Monitoring is the process of keeping track of the risks and evaluating the
effectiveness of the response actions. Monitoring may also provide a basis for developing
additional response actions and identifying new risks andsidone in a continuous manner.

The level of critical risks on theINTERLINKproject are tracked, monitored and reported
regularly, with specific discussions during the monthly plenary conference calls. As more
risks are identified, they are qualified and dded to the Risk Register to ensure they are
monitored at the appropriate times and adequate response strategies are developed.

During risk monitoring and control the following tasks are performed:

1 identifying, analysing, and planning for new risks;

1 reviewing project performance information (such as progress/status reports,
issues, and corrective actions);

1 re-analysing existing risks to see if the probability, impact, or proper response plan

has changed;

reviewing the execution of risk responses andralysing their effectiveness;

reviewing the effectiveness of the risk process to determine whether changes to the

approach, tools or techniques are required.

1
1

Risk monitoring and control results in an updated Risk Register and in recommended
corrective and preventive actions. Regular review of theRisk Registeris performed
during the PMB meetings

During the course of the project, concerns may increase or decrease in their potential
impact on the project. An issue is a situation that has occurred or wilefinitely occur,
while a risk is a potential event. By moving a risk into an issy¢racking, analysis and
responses can be stepped up and status is reported more frequently. Alternativebn
issue may cease to be a concern or have been resolved butfid may wish to periodically
monitor the conditions of the surrounding situation.

Upon completion of the project, a risk section will be included in théNTERLINKProject
Lessons Learned Report, detailing generic risks that might affect other similar prgts,
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together with responses that have been found effective in this project. Based on this
analysis, the project manager will identify any improvements that can be made to the risk
management process for future projects.

7 Quality management

Quality managenent is the process of defining the strategy and methods the project will

AAPTI T U O AT OOOA OEA DPOI EAAOGSO AAI EOAOAAIT AO

delivered.

Quality management addresses all the issues related to quality assuranaed self-
assessment

Quality management is fundamental to the success of the project, and the project adopts
a methodology with two separated processes:

1 quality assurancgwhich is the execution of processes and procedures to ensure the
achievement of qualil/, to assure that the project satisfies the needs for which it was
undertaken.)

1 quality control (which verifies and assesses the achievement/product; it is
concerned with the operational activities and techniques that are used to fulfil the
requirements of quality. Inspection and product testing are examples of quality
control tools.)

Quality management is responsibility of the PC, who defines a Quality Assurance
Procedure (QAP) whichensures quality of the project management and consequently, of
all deliverables and provides measurement criteria to verify the success of the project.

7.1 Quality assurance procedure

The following quality goals for the quality management process shall apply:

1 make sure that all standards and planning documents are available;

1 makesure that standards appropriately address the criticality of the project;

1 make sure that all team staff are familiar with the relevant planning documents
and the associated rules and standards;

1 verify that the outputs are delivered on time;

1 ensure compliance with all relevant standards;

1 follow the Quality Management process described in thiBMP,

The Quality management process defines quality objectives, working method, processes
review, templates and responsibilities that are applied on the project. It dmes internal
and external processes applicable within the project (between WPSs) and, in some cases,
between the project and external partner/project/body.

Quiality assurance is the monitoring of specific project results to determine whether the
team is peforming to relevant quality standards and the identification of actions required
to correct unsatisfactory performance. These quality assurance activities consist of
process quality reviews followed by recommendations and possible corrective action
plans.
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7.1.1Criteria for the assessment of quality
Thework-plan of the INTERLINKproject describes milestones and the acceptance criteria

for each phase of the project. Assessing adherence to these baseline conditions provides

the method for evaluating both the prgect and its product. The outcomes ofNTERLINK
will alsobe measured througha set ofsuccess indicators or KPIs z which are identified
as a way to track project progress with respect to its goalsee Section 7.2)

7.1.2 Quality organisation

The Quality oiganisation is under the responsibility of the Project Coordinator. The PC is
supported by the PM inthe definition of the QAP itemsapplied to the INTERLINKproject,
and in the execution of the control activities planned or considered useful during the
project, according to what is defined in the following paragraphs. ThECalso receives
support, advice and help at several levels:

1 from WP leaders in several quality functions related to the delivery process.
Activities leaders are fully responsible for sciatific and technical quality check of
all deliverables.

1 from the European Commission. The European Commission, through tR&©, may
provide advice on any quality issue related to the project. Th®/PLs may also
request advice from the PO on quality issues whenever necessary, usually
communicating through the Project Coordinator.

The PCis in charge of ensuring that deliverables to be submitted are structured,
harmonized and organized to ensure that they are timely, exhaustive, clear anfleetive.

7.1.3 Document production process

During the project, many kinds of documents will be produced. It is crucial to define
common formats of documents, uniform rules of their description, responsibilities,
revision plans and revision procedures.

Whenproducing any document to be distributed to at least another partner of the project,
each contributor shall apply the rules below, in particular:

1 produce the document in an electronic filenamed accordingto the convention
defined in the Data Management Bh;

use the English language;

uOA OEA ADPDPOI POEAOA OAIi b1l AGAO OOT OAA
deliverables have tobe produced using the approved deliverable.

T
T

The authors/editors of the deliverables are primarily in charge of monitomg the quality
of the document.

7.1.4 Deliverables monitoring and control

The monitoring process should envisage possible problems connected to the
development of tasks and the production of deliverables. To facilitate communicatn
OACAOAET ¢ A AARBrograss, | eBch APA Aepoftd frogress and issues on
deliverable production and on the work package implementation during project technical
conference calls on a biveekly basis.
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A formal quality control process has been developed by tH&ITERLINKproject to ensure
that the quality of deliverables generated meets the requirements of the European
Commission and that any potential risks affecting the project are properly managed.

Deliverables are generated under the responsibility of the WP Leader, who will be
charged with ensuring that all deliverables are prepared correctly and in time.

Each project deliverable will be the target of a peer revision biyvo reviewers before being
submitted to the Commission, to guarantee that it meets the objtees of the projed as a
whole, namely:

1 For each deliverable, at least 2 reviewers from the Consortium are assigned,;

1 15 days before the submission deadline, the pr&nal version of the deliverableis
shared with the reviewers, the PC and the PM;

1 The reviews must be completd 1 week before the deadline, so that the author(s)
canfinalize the document and send it to the PC and the PM, whwall perform a
final quality checkfor submissionto the EC.

The guidelines for the deliverable review are attached idnnex4.
Onceapproved by the ECpublic deliverables will be publishedin the project web site.

7.2 Key performance indicators

INTERLINKexploits performance indicators as a key management tool to track progress
of the different activities undertaken in project tasks and work packages.

Table 6: KPIsfor the use-cases

Tools and measurements Latvia | Spain | Italy
Number of Interlinkers used in an actual service 4 5 5
Number of citizens involved in service customization 200 250 100
Number of partnership enablers used within INTERLINK service instance 5 5 5
Number of citizens registered to INTERLINK platform 200 500 200
Number citizens involved in cadelivered services 50 100 -
Number of TSOs involved in calelivered services 10 10 200
Number of private companies involved in cedelivered services - 5 -
Number of new cedelivered services 2 2 -
Selfsustainable services (without public expenses) 1 1 -

The documents produced by the different work packages document the selected
performance indicators and describe how they are measured. In this section, we
concentrate on a small set oKPIs they are used in INTERLINK to track the progress of
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the project as a whole towards its objectives and to validate the approach, its impact and
its sustainability. Table 6 shows the KPIs used for measuring the successful
implementation of the Use CasesyC3.

It is worth noting that, while the measure of these KPIs is associatedth the validation
activities, the scope of the KPIs is broader and coveadl project objectives. Indeed, the
research activities, the development of technical components and the delivery of the
INTERLINKplatform are alsodriven by KPIs describe in the table above. In particular, the
capability of the developed solutions and @tform to achieve the KPIs will be assessed
during the first iteration of INTERLINK validation activities.Based on the outcomes of this
validation, the Consortium will discuss specific objectives and priorities of research and
development during the seconl iteration of the project, with the goal of maximizing the
achievement of the KPIs.

7.3 Software development

The various processes associated with software quality are normally incorporated in the
software development process. Quality encapsulates the totsfi of all the features and
characteristics associated with softwarghat are designed to address a specific need.
The INTERLINKTechnical Team will implement a Technical Quality Assurance process
during the overall software development and implementatiorcycle:

Requirements

Analysis and design

Implementation

Test

Installation /deployment
Useracceptance and validation
Configuration and change management

E R I R

Technical teamsare based across a wide geographically distributed environment and a
set of collaborative tools are going to be used in order to assure the requested quality of
software.

7.3.1 Software Documentation

In order to facilitate the collaboration and integration of the platform, all software
moduleswill be formally documentedin a file with the following structure:

1. Brief description of the component
2. Specifications (API)

3. Interfaces with other components
4. Installation guidelines

7.3.2 Source Code Repository

The source code foithe documentation will be maintained using a code repository (e.g.
GitHub) that enables the control and integration of the different contributions and
facilitates the creation and deployment of new versios of the documentation. During
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development, the technical team will evaluate the use of continuous integration tools
integrated with the code repository in order to allow continuous deployment and teshg.

7.3.3 Software quality control
The software quality will be assessed mialy alongthree dimensions:

1. Software functional quality, i.e. how well it complies with the specified design,
based on functional requirements and specifications (from users);

2. Software structural quality, i.e. how it meets norfunctional requirements needed
to fulfil the functional requirements such as robustness, reliability, security and
maintainability;

3. Software interoperability and portability, i.e. how easy the software can be
integrated into the IT environments where it must operate (in our case in the three
pilot use casa).

8 Project communication

Properly communicating on a project is a critical success factor for managing the
expectations of the project Consortium and the European Commission. ThéC is

responsible for communication between the Project and the EC.

$AOAETI O 11 OEA DPOI EAAOGO Cakel photiided in Dr.1 i O1T EA,
Dissemination and communication plan v1.

'O OACAOAO ). 4%2, ). +80 EIT Oubdsiseddral nethhnisdd EA A OF
for ensuring open and frequent communications amongsts members:

1 electronic mails (e-mail) and mailing lists;

1 conference calls;

1 faceto-face meetings.

8.1 Electronic mails and mailing list

E-mail is the principal means of interpersonal communication iINNTERLINK It can be
used for information exchanges, minués of meetings,and executive summaries. It is
informal, fairly rapid and well suited for non-critical information. E-mail distribution lists
are maintained (and regularly updated) by FBK, and available to all the partners,
indicating the contact persons ér administrative issues as well as contact persons for the
development of the activities. Any change concerning people involved and contacts details
shall be opportunely communicated toFBK.

The following rules should ensure the suitable use of the-mail communication between
project participants:

9 addressng information ONLY to involved parties in communication: do not
systematically copy everyone into communications, or if replying to a specific
individual, be cautious not to press the 'reply allfunction over 'reply’;

1 using an explicit Subjecttitle. E-mail addresses on the officiaNTERLINKmailing
lists will automatically have an identifier appended in front of the subject line, like
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[INTERLINK. When writing emails, the subject should be elear indication of the
content;
1 uploading heavier file inGoogle Driveinstead of attaching them to a message.

E-mail exchange is the main instrument used by project partners to share information,
proposals and ideas, as well as to prepare deliverablemnd any other project output
(papers, talks, reports for the EC, etc.). The following project mailing lists have been
created:

1 Generalmailing list: governance05@fbk.ey to address all the members of the

Consottium;
1 PMB mailing list:interlink_pmb@fbk.euto address the PMB;
f  Administrative mailing list: interlink_admin@fbk.eu O AAAOAOO OEA

administrative contacts;
1 IT team mailing list: interlink_tech@fbk.eu to discuss technical WP related
matters.

All mailing lists are managed by FBK.

8.2 Conference calls

Conference calls are used for meeting partners without gmding time and budget on
travelling. Videoconferences and teleconferences should be programmed at least a week
in advance and shouldollow a set agendaTo hold conference callsGoTdVieeting, Google
Meet or Skypeare generally used.

Telephoneis usedwhen personal interaction, a fast answer or reliable confirmation is
needed. Telephone calls can sometimes be appropriate for urgent matters so it is
important that up to date telephone numbers are made available. It is highly
recommended to send an @mail with the conclusion of a telephone call to limit any
ambiguity.

Bi-weekly calls, held every 2 weeks (generally every other Wednesday, 9:32:00 a.m.),
attended mainly by the PMB but opened to all interested Consortium members, atiee
primary means of ddailed communication between the WPLs, work package members
and deliverable teams.

If needed, the WPLs can adddditional conference calls for their WP teamsvhen the
implementation of the work requires it, fixing the meetingat least a week in advance.

Moreover, also the IT team holds regular meetings (generally weekly, on Mondays).

Conference call minutes are produced right after the meeting in a schematic way, which
allows the entire INTERLINK team to keep track of what was decided during the
discussionin a series of action points. All the minutes are available to participants for
consultation and are stored in the shared repository.
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8.3 Meetings

Regular faceto-faceplenary project meetings with all partners areplannedto be held on

a 4-month basis so that the whole Consortium can meet to share ideas and exchange
experiences based on their work on the projectDue to the Covidl9 emergency, in the
first semester of the project (JanuaryJune 2021) the Kick-off meeting and the first
plenary project meeting were virtual, as the pandemic situation is improving, future
project meetings are expected to be held Hperson.

Meetings of the PMB will take place about every 4 months collocated with project
meetings. Minutes of all meetingswill be taken and distributed by the PM for review
within three weeks after the event, with the final minutes available after four weeks.
Different kinds of meeting are envisaged:

Project Meetings

1 One meeting at least every 4 months
1 Hosted by a different parner of the Consortiumeach time

Technical Meetings

1 Held with weekly or biweekly basis, according to necessity

1 Chaired by theleaders of thetechnical WP (WP3/WP4)

1 Extraordinary meetings can be held at any time upon request of any mmder of the
respective activity

Project Manayement Board Meetings

1 One meeting at least every 4 monthsr as needed

1 The PCwill chair the meeting

1 Usually collocated with the faceto-face plenary meetings

1 Extraordinary meetings can be kld at any time upon request of any member of the
Project Managenent Board

Review Meetings

1 Assesment of the project by the PO andppointed external project reviewers
1 Frequency:usually held two months after the end of a reporting period

0 1streporting period ending at M12 (December 202}

o 2"reporting period ending at M36(December 2023)
1 Usually held in Brusgls

8.4 INTERLINK project website

The INTERLINKproject website (http://www. INTERLINKproject.eu) is one of the main
tools for disseminating information about the Consortium and the achievemeis of the
project, providing visitors with comprehensive information about its context and
objectives.

The main INTERLINKwebsite, deployed in English, will be followed by three other web
sites managed athe local level in eachUCsite. These websiteswil | be published in the
local language tamprove their accessibility on field.
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Most significant news from those websites will be translateéhto English and reported on
the main one.

The INTERLINKwebsite alsohasa Public Documents area containing the lirkkto public
documents that each visitor can download. There will be three sulireas: public
deliverables, articles and scientific publications.

The website will also be used to involve external stakeholders in tHBITERLINKactivities.
Publicity material and publications will be made available or referenced. External users
will thus find downloadable public documents from the project, notices on conferences
either hosted by theINTERLINKteam or where the team will be preseting information

on the project, academic papers generated by project team members concerning the
project, and other documents that provide valuable insights on what the project is all
about to external parties.

The website is developed and updated on a gellar basis byDelta and has been made
operational and accessible to the public sincMarch 2021 For more information on the
INTERLINKwebsite see project deliverable D7.% Project website

8.5 Document repository

As a primary tool to facilitate exchange ahformation, a web-based shared collaborative
environment has been set upserving as a project tracking system accessible to all
partners to ensurethat all information/documentation is easily accessible and kept up
to-date with little effort. A Google Dive repository for the INTERLINKproject has been
created which gathers all sorts of documents generated during the project lifetime. Google
Drive is a file storage and synchronization service which allows users to store files in the
cloud, share files, ad edit documents, spreadsheets, and presentations with
collaborators.

Besides being a repository of information Google Driveis a functions as a joint
environment for day-to-day work, enabling several users to edit and upload files without
overwriting th em (working documents, drafts, templates). A set of folders has been
created and shared among a definite list of representatives from eadf the partner
organizations. Requests for access should be addressed to the PM. The structure of Google
Drive folders is presented in5 below.
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Figure 5: INTERLINKGoogle Drive repository organization

Documents must be uploadedo their corresponding folder and must be named in a clear
way so that everybody can have an idea of what the file is about.

Google Drivealsosupports revision history, so files accidentally deleted caive recovered
from any synced computers or directly from the service web iterface. The documents
contained in Google Drive are in different formats, but all modifiableGoogle Docs are
frequently used for collaborative writing.

8.6 INTERLINK project templates

To ensure consistency in thelNTERLINK project when communicating with exiernal
stakeholders or interested parties, a set of standard templates for various
communications activities has been developed. These templates include:

1 deliverable template
1 PowerPoint presentation template

They are all available for download in a dedicat& Google Drive folder.

8.7 INTERLINK clustering activities

Custers are powerful engines of economic development and drivers of innovation in the
European Union.

The clustering idea takes the value of working together in project partnerships and aims
to apply the same methods and draw the same benefits from cooperation between
projects and Europeanlevel initiatives.
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Therefore, by supporting each ther® projects in delivery and drawing on the latest
information available from a wide range of partners, individual projects will gain access
to a much greater range of resources and knowledge, allowing them to tatteeir work on
the strategic elements much further than would be possible in single projects.

Clustering activities are at thentersection between WP1 ard WP7. Thus, the PC and the
WP7 leader will decide whom to assign the responsibilitiefor each activity.

Identification of the related project and initiatives atthe European levelwill be carried
out by the PCin collaboration with the PM and the WP7 kader. The most relevant
projects and initiatives will be selectedbased on the following criteria

9 Status of projects- details of project including running or not(European location,
funding programme, gart date, finish date);

1 Project commons- common practice between INTERLINK project and other
projects;

1 Gty services related toINTERLINK- target areas for apps and web servicege.g.
social inclusion);

1 Consortium partners sectors related toINTERLINK

An important clustering initiative at the Europeanlevel is the EGOV cluster promoted by

REA and including all the projectdunded under the H2020 callDT-GOWV05-2020: New

forms of delivering public goods and inclusive public serviceamely,namely. ACROSS,

GLASS, inGOWTERLINKand mGOV4EU) . 4 %2, ) . +80 0# EAO Al OAAA
the first clustering meeting (10 June 2021) and the Consortium will continue to take part

in future events and contribute to all the initiatives promoted within the cluster and

bAOx AAT OEA Al OOOAO6O POT EAAOOS

9 Project reporting

Beside the 6month financial report, a periodic activity report will be produced at the end
of each reporting period (i.e. M12 and M36), consistg of the following:

o A pefiodic technicalrepor6 AT T OAET ET Cq

- an explanation of the work carried out;

- an overview of the progress towards the objectives of the action,
including milestones and deliverables, explanations justifying the
differences betweenthe expected and actualvork implemented,;

- A1 ObA A GoAthe expbitatioh and dissemination of theresults;

- asummary for publication by theConsortium.

o A pefiodic financial repord AT 1T OAET ET Cq,

- Al OET AEOCEAOAIT ££EET AT AEAT OOAOAI AT 06
It must detail the eligible costs (actal costs, unit costs and flatate
costs, for each budget categojy

The PC will request contributions from the WP leaders for the technical report and from
the administrative offices of each partner for the financial statement40 days before the
end of the reporting period, and the contributors will have to return the requested data
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within 25 days. The periodic report will be submitted by the PGwithin 60 days following
the end of each reporting period.

10 Change management

Change management is the exercisef establishing procedures to assess, approve or
disapprove, implement, release and disseminate changes to agreed specifications and
baselines. Change management ensures that configured items are always maintained in a
known state or condition. This metha of controlling changes guarantees that only
approved modifications to existing data are allowed and only these are applied.

The purpose of theINTERLINK change management is to document how changes are
managedthroughout the project life cycle. It defines the activities and processes related
to managing changes for théNTERLINKproject.

Change requests are requests to expand or reduce the project scopwdify operational
policies, processes, plans or proceduresr revise schedule.

A multi-level approad is used to approve change requests; the authority limits dictate
when it is necessary to escalate the change request to a higher level for review and
approval:

1 the PM makes the final decisions to analge and proceed with changes if the
changes have litte or no impact on scope, budget or schedule or result imo or
minimal increased risk for the project

1 changes which have little or medium impact on scope, budget or schedule are
forwarded to the PC for review

1 the PMB discusses requests that may resuih a significant change in scope,
schedule, and budget, and malsethe final decision based upon the information
provided by the PMand the inputs of the PC.

Each requestwill be tracked from the time of presentation throughthe following steps

Identify (identify and document the required change)

Validate (verify that the change is valid and requires management)
Analyse (analyse schedule, cost and effort impact of change)

Control (decide whether to execute the change)

Action (execute decision, including reision of project plans if necessary)
Close (verify that action is complete and close change request)

ok wWNE

The change process and the responsibility within the INTERLINK project are as follows

Identify Change Request
Action Responsibility
1. Identify and record the issue Project Manager or Team Leader

Validate Change Request
| Action | Responsibility
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2. ldentify member of the team as the issue
owner

3. Validate the change request with project
team members as appropriate

4. Assessif the change is necessaryto
AAEEAOA OEA DOI EAA

5. Update the change request with target

date for completion of analysis

Project Manager

Analy se Impact

Action

Responsibility

6. Direct activity to assess the scope, cos
and schedule impact of the change

7. Update change request with impact
analysis and estimates in terms of scope
cost, schedule and effort impacts

8. Update change request with target date
for decision

Project Manager

Control Change Request

Action

Responsibility

9. Determine required approvals and assign
priority to the change request

10. If changes do not impact scope, budget
schedule decide whether to proceed
with the change

11.If changes impact scope, budget g
schedule, consult PC

12. If change request should be escalated t
PMB, place request on agenda for ne
meeting (or email if request is urgent)

Project Manager

13. Review and discuss analysis of chang

signature sheets for each outstanding
change equest
16. Update status of change request with
control decision

request Project Coordinator/Project Management
14. Decide whether to proceed with the| Board

change
15. Generate approval/disapproval

Project Manager

Action Change Request

Action

Responsibility

17. Incorporate change request into
appropriate plans and work-plan
18. Update work-plan baseline for agreed

changes

Project Manager

Close Change Request
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Action Responsibility

19. Close change request

20. Communicate work plan change to
project team

21. Monitor and report progress against
project plan

Project Manager

10.1 Document change process

The reason for a change (both corrections and enhancements) of any document must be
clearly documented in the change history of the document. The change reason mhbst
clearly stated and the significant changes shall be listed with page numbers so that the
new text can easily be recognized and distinguished from the previous text.

After a change is requested, the responsible and/or work package leaderll analyse its
impact on the deliverable itself as well as on the other project outcomes. They may cortsul
with the PC

When the change is evaluated, it magither be approved or ceclined,. The editor informs
the originator of the change request and all contractors involved on the results of
evaluation. If the change isleclined, the editorwill present reasonsfor his decision within
the change request form, which may lead to a further discussion eventually leading to a
clear accept or reject decision.

If the change is approved, the editor must implement the changes. After completion, a new
draft version of the deliverable is issued for approval or release.

11 Conclusions

This document presents the approach taken by théNTERLINKteam to manage the
project. The Roject ManagementPlan has to be considered as a guiding document to
guarantee that the project will adhere to the original workplan. In addition, the tools used
by the team to manage the project, communicate internally and externally about the
project and to control the quality and risks associated with the poject have been
presented. The lPoject ManagementPlan and the various instruments used to control the
project will be continuously updated and refined as the project moves forwards this is

a work-in-progress kind of document, updates will be madeas the project advances
producing internal versions of the Plan.
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Annex 1 z List of Contacts

-3

Table 7: INTERLINKProject Management Board Members

No | Participant organisation name Role Member

1 |FBK PC, WP1 Matteo Gerosa
leader

2 |FBK PM Danilo Giampiccolo

3 |RU WP2 leader |Taco Brardsen

4 |FBK WP3 leader |Raman Kazhamiakin

5 |TREETK WP4 |leader |Clara Ayora

6 [DEUSTO WP5 Diego Lopez de Ipifia

7 |UCL WP6 Quentin Fontaine

8 |DEDA WP7 Giulia degli Esposti
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Annex 2 z INTERLINK Activity Gantt Chart

D Title Year 1 Year 2 Year 3
1 | 2 | 3 | 4 | 5 | 6 | 7 | 8 | 9 |1U|11|12 13|14|15|16|17|1B|19|20|21|22|23|2A 25|26|27|28|29|30|31|32|33|34|35|36

WP1 Project management

T1.1  Administrative and financial project coordination

T1.2  Scientific and technical coordination

T1.3  Quality assessment and risk management

D1.1 Project management plan

D1.2  Periodic activity report

D1.3  Final activity report

WP2 Governance models

T2.1 Development of the preliminary model

T2.2 Case study analysis

T2.3 Development of an advance govemance model

T2.4 Designand analysis of co-business models

T2.5 Development of co-exploitation processes

D2.1  Preliminary govemance model

D2.2 Advanced govemance model

D2.3 Govemance performance indicators

D2.4 Co-business model specification and analysis

D2.5 Guidelines for co-exploitation processes
WP3  INTERLINK technological enablers

T3.1 Analysis and specification of Interlinkers

T3.2  Parnership tools and templates

T3.3 Core IT enablers for public services

D3.1 Identification and specifications of Interlinkers

D2.3 |Initial repository of Interlinkers and partnership tools

D3.3  Final repository of Interlinkers and partnership tools
WP4  INTERLINK platform

T4.1  Socio-technical requirements

T4.2  Platform architecture

T4.3  Integration framework implementation

T4.4 INTERLINK responsive portal front-end

T4.5 Instantiation for the use-cases

D4.1 List and description of the socio-technical requirements

D4.2 Reference architecture model and specification

D4.3 First release of INTERLINK platform and community portal

D4.4 Second release of INTERLINK platform and community portal

D4.5 Final release of INTERLINK platform and community portal
WP5  Evaluation and assessment

T5.1  Coordination of the use-cases

T5.2  Use-case requirements, planning and KPI definition

T5.3 Use-case community building

T5.4  Use-case operation, monitoring and evaluation
D5.1-D5.4Use-cases plans and guidelines v1 and v2

D5.2  Community building and preliminary use-case activities
D5.3-D5.5Use-cases deployment and operation report v1 and v2
WP6  Legal and ethical requirements

T6.1 EU Legal framework for data sharing and G2C model

T6.2 Data and privacy aspects of govemance models and technological enablers

T6.3  Data and privacy aspects of project activities

T6.4  Ethical analysis and compliance

D6.1 Data management plan

D6.2 Initial report on legal requirements

D6.3 Template documentation for EU privacy compliance

D6.4 Report on legal requirements

D6.5 Ethic compliance report
WP7  Dissemination, exploitation and sustainability strategy

T7.1 Interactive dissemination and communication plan

T7.2  Dissemination & communication activitie and project brand creation

T7.3  Innovation strategy and business model development

T7.4  Outcomes exploitation

T7.5 Collaboration, clustering activities and standardization

D7.1 Project website

D7.2 Dissemination and communication plan

D7.3 Innovation strategy plan

D7.4-D7.5Dissemination and clustering activities report v1 and v2

D7.6

Sustainability and exploitation plan

Project Milestones
Project Phases PHASE 1 PHASE 2
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