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Document summary

This document describes the project organization and procedures, tasks, timings, efforts and roles
within the PVSITES project. It includes an updated, detailed project management plan, Gantt chart
and work breakdown structure. It displays at least a schedule per task, responsible partner, related
subtasks, related deliverables and dependencies to other tasks.
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About the PVSITES pr oject

PVSITES is an international collaboration co-funded by the European Union under the Horizon 2020
Research and Innovation program. It originated from the realisation that although building-integrated
photovoltaics (BIPV) should have a major role to play in the ongoing transition towards nearly zero
energy buildings (nZEBs) in Europe, large-scale deployment of the technology in new constructions has
not yet happened. The cause of this limited deployment can be summarised as a mismatch between the
BIPV products on offer and prevailing market demands and regulations.

The main objective of the PVSITES project is therefore to drive BIPV technology to a large market
deployment by demonstrating an ambitious portfolio of building integrated solar technologies and
systems, giving a forceful, reliable answer to the market requirements identified by the industrial
members of the consortium in their day-to-day activity.

Coordinated by project partner Tecnalia, the PVSITES consortium started work in January 2016 and will

be active for 3.5 years, until June 2019. This document is part of a series of public reports summarising

t he consortiumods activbteesfoanddoWwhhdadgson atvhae |
WWW.pvsites.eu.
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1 EXECUTIVE SUMMARY

1.1 Description of the deliverable content and purpose

This document describes the project management organization, roles, members and execution
procedures of PVSITES project for progress and control monitoring, meetings, progress reporting,
quality assurance, information sharing, dissemination and internal communication. It also includes
an updated, detailed project management plan, Gantt chart and work breakdown structure. It
displays at least a schedule per task, responsible partner, related subtasks, related deliverables and
dependencies to other tasks.

The governance structure, communication flow and methods and work implementation plan aim to
serve as a Project Handbook for the consortium. Revisions of the project quality management plan
will be made on month 15 (D10.2) and month 27 (D10.3). These governance structure,
communication flow and methods complete and extend PVSITES Consortium Agreement (CA).
However, in case of discrepancy, CA text will prevail.

1.2 Reference material

T Grant Agreement 691768
i Consortium Agreement PVSITES

1.3 Abbreviation list

AB Advisory Board

AFM Administrative & Financial Manager

BEMS Building Energy Management System
BIPV Building-integrated photovoltaics

BOS Balance Of System

CA Consortium Agreement

CO Confidential, only for members of the consortium
CON Confidential, exclusively for members of the consortium
EC European Commission

EDT Exploitation & Dissemination Team

ESCO Energy Service Companies

FR Final Report

GA General Assembly

IPR Intellectual Property Rights

IR Internal Report

KoM Kick-off Meeting

LARGE Large company

LCA Life Cycle Assessment

LCIA Life Cycle Impact Assessment

PC Project Coordinator

PDM Project Dissemination Manager

PEM Project Exploitation Manager

PM Project Manager

PO Project Officer

POF Project Office

PP Restricted to other programme participants
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Partner Representative

PR Periodic Report

PTC Project Technical Committee

PTM Project Technical Manager

PU Public

QA Quality Assurance

RE Restricted to a group specified by the consortium

ROI Return Of Investment

RTDG RTD Grouping

RTO Research and Technology Organization

RV Scientific and technical ReView

SME Small Medium Enterprise

ST Subtask

T Task

TL Task Leader

TECNALIA FUNDACION TECNALIA RESEARCH & INNOVATION

ONYX ONYX SOLAR ENERGY S.L

BEAR BEAR HOLDING BV

NOBATEK NOBATEK

FOPTICS FILM OPTICS Ltd

CTCV CENTRO TECNOLOGICO DA CERAMICA E DO VIDRO PCUP

FLISOM FLISOM AG

CRICURSA CRISTALES CURVADOS SA

CEA COMMISSARIAT A L ENERGIE ATOMIQUE ET AUX ENERGIES
ALTERNATIVES

ACCIONA ACCIONA INFRAESTRUCTURAS S.A.

FD2 BUREAU D'ARCHITECTES FORMAT D2 SPRL

VILOGIA VILOGIA SA

R2M R2M SOLUTION SRL

CADCAM CADCAMATION KMR SA

WIP WIRTSCHAFT UND INFRASTRUKTUR GMBH & CO PLANUNGS KG
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2 PROJECT MANAGEMENT ORGANISATION

2.1 Project Management Structure

Project Management deals with the governance structure, the role and responsibilities of the various
actors and the contract with the EC. It includes the overall management, communication and
coordination between the different partners, as well as the monitoring of the scientific and technical
progress of the entire project, by means of the supervision of the achieved milestones, the
management of the risks and establishment of contingency plans, gender equity, and other non-
technical aspects. It also provides outputs for knowledge management and other RTD innovation
related activities, such as Intellectual Property Rights (IPR) and dissemination. Besides, it promotes
networking with other related projects and initiatives. A specific Project Management work package
(WP10) is included in the work plan.

PVSITES Project Management will be performed by TECNALIA Research & Innovation, which has a
large experience in the co-ordination of numerous national and international co-operation projects
(377 projects in FP7, of which 81 were coordinated). By December 2015, TECNALIA is participating
in 87 H2020 projects, coordinating 17 of them. The practical managerial framework, organizational
structure and decision-making mechanisms, have been tailored to the size and complexity of the
project. The general structure of the project management is shown in the following figure:

European PROJECT COORDINATOR: TECNALIA
Commission [€ Project Manager. Dr. Maider Machado
¢ EXPLOITATION & DISSEMINATION TEAM
GENERAL ASSEMBLY Project Exploitation Manager: Dr. Federico Noris (R2M)
Chair: Project Manager »  Project Dissemination Manager: Ms. Sofia Arancon (WIP)
Members: All partners Members: All partners :S
<
3 7
9
PROJECT TECHNICAL COMMITTEE =<
Chair: Project Tech. Manager. Dr. Eduardo Romén (TECNALIA) g
Members: all WP Leaders %
: o
WP 1 WP 2 WP3 WP 4 WP 5 WP 6 WP7 WP38 WP 9 WP 10
Leader Leader: Leader: Leader: Leader: Leader: Leader: Leader: Leader: Leader:
R2M BEAR ONYX FLISOM CEA TECNALIA CADCAM ACCIONA WIP TECNALIA
ATION

Figure 2.1 Project Management Struc ture

2.1.1 Project Coordinator (PC)

The main responsibility of the PC is to ensure the timely and effective overall progress of the project
according to the Contract. The Project Manager (PM) is appointed by the Project Coordinator. The
PM chairs the General Assembly, and has primarily the following roles:

1 Ensure the timely and effective overall progress of the project

1 Interface between the consortium and the EC, dealing also with contractual, administrative
and financial matters in addition to overall responsibility for project progress reporting.

Quality Management Plan 11
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Circulation of respective information and communications. The PM will communicate with the
European Commission on behalf of the consortium.

1 Organisation of General Assembly meetings, project reviews and co-ordination of
dissemination and exploitation events (in association with the Project Technical Manager).

1 Manage all the aspects connected with payment of financial contributions.

2.1.2 Project Manager

The Project Manager of PVSITES Project will be Dr. Maider Machado. She has been the scientific
coordinator of European RTD projects in the fields of BIPV and PV cell technology, and has also
coordinated several research projects funded by the Spanish Government. The PM will be
supported by TECNALIA Programmes Office, which has a large experience in the co-ordination of
international co-operation projects.

2.1.3 General Assembly (G A)

General Assembly (GA). The role of the GA is to make decisions concerning any important top-level
management issues arising. This function will include the PM and senior project representatives
from each partner (PR), together with the PTM and PEM.

2.1.4 Project Technical Committee (PTC)

The role of the PTC is to make decisions concerning any important technical issues arising. This
function is chaired by the Project Technical Manager (PTM) and will include all work package
leaders (WPL). The main responsibility of the PTC is to manage all the technical activities outlined in

the projectds wor k pl an -ta-dag liaisosn between ponsorsivimipartaersftoo r
consolidate inputs into project planning, progress monitoring and technical milestone reporting (via

PTM reported to the GA). The PTM will be Dr. Eduardo Roman, from TECNALIA. Dr. Roman has
coordinated several EU RTD projects like BFIRST and PURE.

2.1.5 Exploitation & Dissemination Team (EDT).

The Project Exploitation Manager (PEM) coordinates all exploitation activities and the Project
Dissemination Manager (PDM) coordinates the dissemination and training activities. The EDT is
responsible for the exploitation plan and follows up on this plan, coordinating exploitation activities
across partners, as well as dissemination plan, communication, the project web sites, cooperation
platforms (wiki, project repository, mailing lists), and other communication mechanisms. The PEM
and the PDM report to the PM. The PEM will be Dr Federico Noris (R2M) and PDM will be Ms. Sofia
Arancén (WIP).

A definition of potentially exploitable project results is provided in section 2.2 of the Grant
Agreement, as well as the foreseen exploitation routes. These products include innovative BIPV
solutions at module, BOS and building integration levels, new software and advanced consulting
services. At project development stage, an early market and stakeholder analysis is foreseen (task
1.1), which will provide a clear identification of the target groups and their needs, setting as well the
basis for dissemination activities. Tailored business models and exploitation routes (IPR, business
description and competitors analysis, marketing and operating plans, etc.) will be developed for
each project result (task 1.4, 1.5, 1.6), under the leadership of Exploitation Manager. In close
collaboration with the Exploitation Manager, the Dissemination Manager will work on the most
effective Dissemination and Communication activities to lead the project results towards PVSITES
main objective: a significant market uptake of BIPV technology.
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2.1.6 Advisory Board (AB)

An Advisory Board has been created with 6 respected members of the BIPV community, in order to
receive advice during the project lifetime (see Milestone 8 for more information).

2.1.7 Partner Representative (PR).

In order to limit any duplication of information and to facilitate an efficient communication process by
both real and virtual channels, the distribution of all relevant project information will be channelled
through the PM to one key person for each partner (Partner Representative). The PR will be
member of the GA (in case of unavailability a deputy or assistant could be appointed) and will act as
a switchboard thus ensuring that the concerned persons within the Partner organisation are reached
as required.

2.1.8 Workpackage Leader (WPL)

This position is covered by the partner indicated in the relevant tables as responsible for the work
package and involves co-ordinating and ensuring suitable progress of the corresponding technical
activities. Responsibilities include coordination of WP and task meetings and activities, planning and
control. Work package and task meetings will be organised in line with the needs of the specific
technical activities. Progress will be reported in periodical meetings co-ordinated by the PTM, who
will also ensure communication with the GA.

WPLs are shown in Table 2.1.

Lead Participant

. Start End
Work Package Title Month Month
No. Short name
1 Business case definition 13 R2M 93 1 42
> From _mar_ket and legal requirements to system 3 BEAR 70,5 1 42
specifications
3 BIPV modules based on crystalline silicon technology 2 ONYX 139,5 1 36
4 BIPV modules based on CIGS thin film technology 7 FLISOM 94 1 36
5 Advanced grid interface for the BIPV systems 9 CEA 54 4 18
6 Bullld'lng Energy Management System for different 1 TECNALIA 44 4 18
building uses
7 BIPV software tool 14 CADCAM 52 1 42
8 Large scz_ile demons@ratlon and assessment of BIPV 10 ACCIONA 295 10 42
systems in real buildings
9 Dissemination and communication 15 WIP 80 1 42
10 Management 1 TECNALIA 25 1 42

Table 2.1 Work package list, leaders and allocated effort.

2.1.9 Task Leaders (TL)

The Task Leader is responsible for the achievement of the task objectives within each Work
Package within the specified timescale. The Task Leader is responsible for reporting technical
progress to the WPL, whereupon a review between the two parties will take place. The outcome is
then reported to the project coordinator.
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2.1.10 Consortium members

PVSITES consortium is composed by 15 partners from 8 different countries (Spain, France,
Belgium, Germany, the Netherlands, Switzerland, Italy and UK). Each partner has been selected
due to its excellence in its specific industrial or research field. Managers and owners of
demonstration buildings have been chosen attending to market replication potential, associated with
their industrial activity or the type of building entrusted to the project. The geographical distribution of
these end users in the consortium is not casual, as an effort has been done to cover not only
different building types and uses, but also different climatic conditions.

PVSITES industrial partners (11 out of 15) cover the main part of the BIPV industrial value chain,
including: designers (BEAR Holding), PV manufacturers (Flisom) and BIPV manufacturers (Flisom,
Onyx), construction industry (Acciona), optical elements (Film Optics), ESCO (ACCIONA), and end-
users: FormatD2 (architects and owners of demo site in Belgium), Cricursa (architectural glazing
manufacturer and owner of demo site in Spain), Vilogia (constructor and manager of demo site in
France), Tecnalia (RTO, owner of demo building in San Sebastian, owner of several offices
buildings across Spain). Research to Market (R2M) is specialized in exploitation management of
innovative projects, with a large expertise in solar energy. Finally, WIP is an expert in dissemination
and communications activities to support market activities. There are also 4 research organisations
involved in PVSITES: Tecnalia (coordinator), CEA, CTCV and Nobatek. They constitute a core
support for technical activities.

Partner ‘ Type Expertise ‘ Main role in the project

Photovoltaics and Project coordinator. WP6 leader, development of BEMS. Relevant role in
TECNALIA RTO building-integrated ¢-Si modules design (WP3) and testing. Relevant role in software tool
PV development WP7. Owner of Spanish demo in San Sebastian, Spain.

BIPV systems Relevant participation in WP2. WP3 leader, progress on a range of BIPV

ONYX SME c-Si glass-glass solutions. System manufacturer for demonstration

manufacturer. LD,
activities.

BEAR SME Architect studio, WP2 leader, definition of specifications, and architectural design
expert in BIPV. processes. Involvement in WP7 for software tool.

NOBATEK RTO En_er_gy efficiency in Ir_1 charge of monitoring process (WP8) and building energy performance
buildings. simulation throughout the project.

FILM Fresnel lens . . .

OPTICS SME manufacturer. Support to lens design and manufacturing for demonstration (WP3).

Technological centre | Testing on glazing systems (WP3, WP4). In charge of Life Cycle Analysis

CTCv RTO for ceramics & glass. activities (WP8).
PV and BIPV Relevant participation in WP2. WP4 leader, progress on a range of CIGS
FLISOM SME - .
manufacturer. based BIPV solutions. System manufacturer for demonstration.
CRICURSA | SME ?é(i\;tgg;ural glazing Owner of Spanish demo site in Barcelona, industrial building.
CEA RTO Public body, PV WP5 leader for advanced grid interface for BIPV systems. In charge of
systems labs. INCAS platform for outdoor module testing (WP3, WP4).
Construction Leader of WP8, demonstration installations. Relevant role in WP6 (BEMS)
ACCIONA LARGE company. ESCO. and WP3 (outdoor testing platform).
FORMATD2 | SME Architect studio. Owner of Belgium demo site, single-detached residential dwelling.
VILOGIA LARGE Construction _ Ownt_ar of France demo site, multifamiliar residential dwelling, social
company, social housing.
RESEARCH . Exploitation Manager and leader of WP1. Participation in WP6 for BEMS
TO SME Innovation company. and WP8 for monitorin
MARKET 9
CADCAMA Development of an integrated BIPV software tool (leader of WP7).
TION SME Software developer Implementation of BIPV products portfolio, WP9.
Renewable energies,
WIP SME policies, technology, Leader of WP9 for dissemination and communication activities.

events
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Table 2.2 Main expertise and role of PVSITES partners

2.1.11 Consortium Agreement

A Consortium Agreement (CA) has been signed on month 1 of project development. Organisational,
financial and exploitation-related issues have been detailed in the CA, including decision-making
rules, agreements and conditions in relation with (background and foreground) Intellectual Property
Rights (IPR).

2.2 Decision making and conflict resolution

Every General Assembly member will have one vote. Each party with voting power can authorise
any other party to vote in his place, however, the Coordinator has to be informed of this in advance
in writing. The General Assembly shall not deliberate and decide validly unless a quorum two-thirds
(2/3) of the Voting Parties are present or represented. Normal decisions will be taken with the
majority of votes (in case of equal voting the PM will have the casting vote) with some exceptions
such as the expansion of the consortium (a new partner should be accepted by all partners).

The Consortium recognises that the resolution of problems and conflicts must be handled
systematically. Establishing a good working relationship between the project team members will be
a prerequisite for the quick resolution of problems and issues. In the event that consortium partners
have been unable to amicably resolve any dispute arising out of the work on the project
(disagreements, strategic divergence and conflicts of interest,..), it shall be finally settled at a conflict
resolution meeting organised by the PM. Attempts at arbitration will be performed in increasing order
of authority: within the WP task, the WP team, the PTC and finally the GA, with the possibility of
including the EC Project Officer. Nevertheless, the existence of collaborative ties among the
partners and the cohesiveness of the Consortium do not pose the threats of major conflict. The rules
of making decisions & conflict resolution processes are further defined in the Consortium
Agreement.

2.3 Risk Management Process

One of the actions in order to generate the accurate general framework conditioning the
achievement of the expected project impacts, is the implementation of a Risk assessment and
mitigation plan that will monitor and control the project risks in a continuous manner (T1.8), to
avoid undermining the full exploitation potential of the developments.

As in all innovation and new endeavours there are several risks. However, PVSITES project will take
all the necessary steps to:

1 Identify the risks (technical, financial, legislative, social and environmental). At the proposal
preparation stage, the consortium has identified the main risks that the project will face.

1 Define preventive and mitigation measures with different ambitions and scopes depending
on the severity of the expected damage. Risk mitigation actions will reduce the chance that a
risk will be realised and besides will reduce the seriousness of a risk that may be realised.
Some of the actions will be a-priori (e.g., to prevent the risk from happening), while other
actions will be triggered only after a certain event occurred and will be seen as true
mitigation.
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Risk analysis will be periodically reviewed to adapt to the fast changing nature of the topics involved.
Besides, a deliverable and two updates (D1.21, D1.22 and D1.23) are foreseen for M24, 36 and 42
respectively.

Dr. Federico Noris from Research to Market (R2M), as leader of WP1 and T1.8 (Global risk analysis
and mitigation), will be in charge of this continuous follow-up, and there will be a point dedicated to
risk management in each PTC meeting.

2.4 Structure of the technical work

1. WP1 is aimed to an early business case definition, clear understanding of market barriers and
needs, regulatory framework and potential risks. The final objective is to guide the project towards
highly deployable results, fulfilling the needs of the target market. WP1 also sets the framework for
high impact dissemination actions to promote and support future market uptake. WP1 starts in
month 1 and will be ongoing throughout the whole project.

In parallel, WP2 translates the general framework established in WP1 into a coherent set of
specifications for the BIPV systems that will be demonstrated within the project. These specifications
must be in accordance with every business model defined in WP1. WP2 sets the basis of a portfolio
tool gathering all technical information generated on each product during the project. The portfolio
physical implementation is done under WP9.

2. At this stage of the project, progress is made on the technology solutions at module, grid interface
and energy management system levels, setting them ready for demonstration activities. WP3 and
WP4 work from month 1 in the optimization of proposed BIPV solutions at module level with two PV
cell technologies. Both WPs end with the demonstration of a part of the proposed portfolio in test
benches and experimental buildings, thus achieving (TRL 6). The rest of solutions are taken to
demonstration in real buildings (WP8). WP5 works from month 3 to 18 on the definition, progress
and validation of interface of the BIPV generators with the grid. WP6 deals in parallel with validation
of smart building energy management systems. Starting from month 1, this stage includes the
development of a software tool to provide a joint platform for integrated PV and building energy
performance simulations. The tool will support the characterisation of products performance (WP3
and WP4) and the design of demo installations (WP8). On the other hand, the accuracy of the tool
will be validated from results coming from monitoring in WP8. The specific timing needed to perform
this cross-checking has been taken into account in the schedule.

3. The last step towards TRL 7 is taken in WP8, with the execution and assessment of the products
installed and monitored in 6 demonstration installations across Europe. The results of this WP will
directly feed into the definition of business cases in WP1, dissemination activities WP9, optimisation
processes (WP7) and further optimization of technical solutions (post-project) to pave the way
towards market uptake.

WP9 runs throughout the whole project, feeding from the results of previous work packages, and
providing support to exploitation of project results through highly focused communication and
dissemination activities. WP10 ensures an effective project management all along the execution of
the work plan.
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Figure 2.2 General structure of the project work plan
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3 PROJECT EXECUTION PROCEDURES

3.1 Procedures and levels for the project progress and control
monitoring

The Project progress control and monitoring will comprise:
1 Meetings: There will be a project Kick-off Meeting, monthly virtual WP meetings, quarterly
Project Technical Committee meetings and General Assembly twice a year.

1 Internal monitoring: this monitoring is facilitated by the organisation and management structure
of the project. The PM will monitor overall project progress with the help of the WP leaders. WP
participants will report periodically their progress report to their respective WP leader. Then, six-
monthly the WP leaders will prepare a WP report including information on technical progress,
results obtained and compliance with the work program, resources spent and possible risks and
corrective actions. This report will be sent to the PC and presented in the GA meetings;

1 External monitoring:  Monitoring carried out by the European Commission, this external
monitoring will be based on the review of the reports and deliverables of the project by the
reviewers selected by the Commission.

3.1.1 EC level

At this level, several reports will be sent by the coordinator to the EC Project Officer (PO), all of them
constituting the contractual obligations acquired by PVSITES consortium upon signature of the GA.

1 Project Deliverables (D) and Milestones (MS),

1 Interim Report in M12 and M24,

9 Periodic Reports (PR) for the Reporting Period RP1 (M15) and RP2 (M27),
1 Final Report (FR) for the Reporting Period RP3 in M42.

Besides, scientific and technical reviews will take place after periodic and final reports: RV1(M17),
RV2(M29) and RV3(M42).

3.1.2 Project level
At project level, the following items are envisaged:

1 Kick-off Meeting (KoM): to review and confirm the workplan and timing and to launch the
project administration and financial matters.

1 Project Technical Committee meetings are held each 3 months. The meetings are open to all
the consortium members; however, the presence of WPLs (WP leaders) involved in WPs
being developed by the time of the meeting or to be started shortly after the meeting is
essential for the correct assessment of the technical progress of the project.

1 General Assembly meetings are held approximately each 6 months. One representation per
partner is necessary.

1 Interim Cost Statements each 6 months (within 15 days after the project meetings) can be
submitted to the Project Manager for financial monitoring; although it is not a contractual
obligation, it is recommended, especially for partners with less management experience in
European projects. The Project Manager will review and include them in the Periodic Reports
to the EC. A Cost Statement template will be provided to the partners.
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1 WP work progress each 6 months. Participants will report periodically their progress report to
their respective WP leader. Then, six-monthly the WP leaders will prepare a WP report
including information on technical progress, results obtained and compliance with the work
program, resources spent and possible risks and corrective actions. This report will be sent
to the PC and presented in the General Assembly meetings;

1 Monthly work package meetings minutes will be sent to PM. The PM could also attend the
work package meetings if necessary.

3.2 Meeting procedures

Meetings will be an integral part of the management and communication strategy inside the
Consortium. Efforts will be made to reduce travel costs (choosing cost-effective locations, etc.)
without compromising the integrity of the communication strategy. In order to reduce travel costs,
phone conferences and net meetings will be called if and when useful. There will be a project Kick-
off Meeting and three kinds of regularly scheduled meetings:

Project start-up | All project To discuss the work plan, the structure of the
Project KoM project organisation, the flows of information
(face-to-face) partners i
and to promote co-operation.
To discuss the technical and financial progress
General Six-monthly All project of the project, to put in common detailed
meeting (face-to-face) partners information of the WPs to all partners in the
project.
Monthly
(virally) To f th k withi WP tat t
) o focus the work within a ; a status repor
\,\//Ivggt(iﬂggkage Six-monthly V\;Fr)tiLci aanrlg WP s generated for WPL and distributed to all
(face-to-face) in | Partcip participants
conjunction with
general meeting
quarterly . ) .
(virtually) To co-ordinate and monitor the work of different
Project ) PTC members + | WPs: discuss the project work progress and co-
Technical Six-monthly | additional staff as | ordination, outstanding actions and ad hoc
Committee (face-to-face) in | appropriate issues. Minutes will be recorded by the PM and
conjunction with distributed to all participants
general meeting

Table 3.1 PVSITES project meetings plan

The planned face-to-face project meetings are the following:

Kick-off meeting

M1

Tecnalia (Bilbao-Spain)

Quality Management Plan
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6 months meeting M6 CEA-INES (Le Bourget du Lac -
France).
12 months meeting. M12 To be determined

1* Interim report

1*' Review meeting M17 o M18 To be determined
24 months meeting. M24 To be determined
2" Interim report

2" Review meeting M29 or M30 To be determined
36 months meeting M36 To be determined
Final_ meeting and 3™ Review M42 To be determined
meeting

Table 3.2 PVSITES project meetings schedule

3.3 Change request procedures

AiChange Requestsodo are due whenever the content
regardless the reason or the kind of change. Change Requests are subject to approval of the PTC
when ruling strategic issues; they may require the update of the GA and CA.

Change Request will be brought to the closest PTC meeting or if necessary and possible to an
Extraordinary meeting. A partner can initiate a Change Request by informing the PM about the
situation and consulting him about the procedure to be followed. Upon the instructions of the PM,
the requesting partner prepares a written Change Request, and she/he submits this to the PM. The
PM adds her/his written comments and recommendations and brings it to the PTC at the earliest
occasion (if it is an urgent matter, the PM will call for an Extraordinary Meeting). The Change
Request shall be considered as approved if, within 2 weeks from receipt, none of the PTC members
has objected in writing to the PM. Subsequently, the PM sends it to the PO for approval from the
EC, if required. Finally she/he takes care that the workplan and/or Annex | is updated. A change
becomes effective after approval has been received from PO.

A ATTENTION: Partners shall never send Change Requests directly to the PO.

3.4 Progress report procedures

PVSITES project reporting comprises internal (within the Consortium) and external (to EC)
monitoring. The internal monitoring consists mainly in periodic technical reports of the different WPs,
prepared by the WPL with the collaboration of TL and WP partners and gathered by the PM. The
external monitoring will be based on the reports and technical deliverables produced by the
consortium and approved by the PM. In total 2 periodic reports, 1 final report, 108 deliverables and 8
milestones will be submitted to the EC according to the predefined dynamics and procedures.

Quality Management Plan 20



V// 4

.“ PVS i Tes Grant Agreement 691768

3.4.1 Deliverables

During the course of PVSITES project, we should submit:

A The deliverables identified in Annex | according to their timetable (by electronic means via
SYGMA)

A The Coordinator has to design a template (common title page with the title of the deliverable,
the name and contact detail of the author, an index for the version, an introduction, a
conclusion, a table of contents). Templates have been presented in D9.5, Guidelines for
project’s visual identity, and are available in the private area of PVSITES web page.

A The work package leaders should prepare the deliverables and send them on time to the
Coordinator (2 weeks before the deadline set in DOW). PM could ask before for the index or
a draft version previously.

A The Coordinator double-checks the quality of the deliverables and uploads them in SYGMA.

3.4.2 Internal WP progress reports  (IR)

The WP progress report is a technical document prepared every six months (approximately, on a
basis as requested by the PM) by the WPL summarizing current status of the led WP. It shall include
progress made since last report, description of significant results, comparison between progress
made and ideal progress to reach the goals, reasons for deviations, potential red flags and
recommendations for corrective actions (where necessary), a statement on the use of resources and
new plans for next six-month period. These reports will allow monitoring the progress, gathering the
information periodically and will be the base of the Periodic and Final Reports.

A template for this report will be provided by coordinator.

3.4.3 Periodic Report

Two periodic reports (PR) and one final report will be prepared at months 15, 27 and 42 in an
aggregated form at the end of each period, as an overview of the technical activities and the claimed
costs of all partners.

The periodic report comprises:
1 An explanation of the work carried out by the beneficiaries
1 An overview of the progress towards the objectives of the action
V Work expected and work carried out
V Exploitation and dissemination of the results
V Plan for the exploitation and dissemination of the results
V A summary for publication by the Agency

1 Answer s duestionnhire 0ffi about iissues related to
economic and societal impact

9 A periodic financial report
V Financial Statements (Form C) and Summary Financial Report
V An explanation of the use of the resources

A Explanation of personnel costs, subcontracting and costs incurred by each
beneficiary, linking them to work packages

A Details have now to be provided by each beneficiary within the Forms at the
Participant Portal.
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The Consor tium shall transmit the reports through the Coordinator to the Commission by
electronic means via SYGM A.

3.4.4 Final Report

A final report has to be submitted, within 60 days after the end of the project, which shall comprise a
publishable final activity report, a report covering and overview of the results and their exploitation
and dissemination, the conclusions on the action and the socio-economic impact of the action, a
Final summary financial statement and the request for payment of the balance.

The final report comprises:

1 Publishable final activity report (within 60 days after the end of the project) covering results,
conclusions and socio-economic impact of the project

1 Areport covering :
V an overview of the results and their exploitation and dissemination
V the conclusions on the action, and
V the socio-economic impact of the action
A Final Summary financial statement and the request for payment of the balance

Certificate on the Financial Statement for each beneficiary, if it requests a total contribution
of at least EUR 325.000 of direct costs.

The Consortium shall transmit the reports through the Coordinator to the Commission by
electronic means via SYGMA.

INTERIM REPORTS: EACH WPL TO THE PC AND
GA/PTC
A SHORT SUMMARY OF THE PROGRESS
FOR PVSITES M12, M24

PERIODIC REPORTS: Prepared by FINANCIAL REPORT: Prepared by
each WPL each PARTNER
(technical and management) (actual costs checked accurately)
For PVSITES M15, M27, M42 For PVSITES M15, M27, M42
M15 M27 M42
M1e 1 M '

Il

FINAL REPORT:

START

For PVSITES M42

Figure 3.1 Interim Reports vs Periodic Reports &  Final Report
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3.5 Quality Assurance Measures

Quiality assurance (QA) measures are only applied to paper documents produced within the project.
The following QA measures apply in the project:

1 Project documents (reports, project deliverables, etc.) have to go through at least two QA
iterations:

- To achieve Adr af tabus thay shiduldibe isternally eeVieavadsbg the s t
author(s) of the document.

- To achieve fAreviewedo status the document
project members other than the author(s) of the document, for example WPL
Reviewers shall identify if something is missing, if there is any inconsistency between
sentences, if something is superfluous (not useful or not appropriate in the
deliverable) or if something is wrong.Then the reporting partner will be asked to make
the improvements and where necessary an extension to the deadline for the
deliverable will be requested from the Project Officer.

- To receive Aapprovedo st PTAQowthePMdsmerded. appr

- Future iterations of the document will generate new versions that will follow the same
iteration process; the changes description will be recorded in the first page. An
optional annex could also be included for further explanation of the changes.

1 Reports to the PO or EC need approval of the Project Technical Manager or the Project
Manager.

1 Publications of joint project results, e.g. as conference papers, brochures, public documents,
etc., need approval of the involved partners. Prior notice of any planned publication shall be
given to the other Parties at least 45 calendar days before the publication, providing a copy
of the planned publication. Any objection to the planned publication shall be made in
accordance with the Grant Agreement in writing to the Coordinator and to the Party or
Parties proposing the dissemination within 30 calendar days after receipt of the notice. If no
objection is made within the time limit stated above, the publication is permitted (see
Consortium Agreement for further guidance).

1 Where it is not possible to submit the Deliverable due to failure from the reporting partner to
deliver a report of acceptable standard:

a) An extraordinary meeting of the Project Technical Committee will be called to discuss the
potential consequences and determine an approach which will not impact on other project
deliverables.

b) A vote will be taken on whether formal action should be taken against the reporting
partner.

c) A decision to submit the report as it stands or not submit it at all will be taken.

Note: Failure of Deliverable-submission by a responsible partner will result with fellow Deliverable
partners being ineligible to claim for any work undertaken on that Deliverable.

3.6 Information sharing and communication procedures

All relevant papers (documents, minutes, action lists, etc.) derived from the project are stored in the
project Afcentr al archiveo. As the main rul eeb th
document formats, i.e. pdf, html and Microsoft Office (.doc, .ppt, x| s é) f or mat s .
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The archive is made available by deploying a project web server where project documents and
electronic material are stored. The description of PVSITES web server (www.PVSITES.eu), as well
as other online tools made available for the project is included in deliverable D9.5 already submitted.

The project web server has both public and private parts. Sensitive project documents will be
archived and shared among the partners using the private area, while all the information oriented to
give the project visibility will be publicly available at the open section. The logical structure of the
archive follows the project structure. Accordingly, documents stored in the file server may have
different security/dissemination levels:

PU = Public (inc. distribution to third parties)

PP = Restricted to other programme participants *

RE = Restricted to a group specified by the consortium *

CO = Confidential, only for members of the consortium *

CON = Confidential, exclusively for members of the consortium
* Including the Commission Services

The security/dissemination levels should be marked at the first page in order to make them clearly
visible. The information stored in this file server is accessible for all Partners.

3.6.1 Centralised Registered Documents

The term fACentralised Registered Documentodo stan
project file server. These include:

 Deliverables;

1 Internal documents:
0 Meeting minutes and presentations from the project meetings
0 Minutes of the WP conference calls
o WP progress reports
o Contacts and roles lists
0 Others considered useful by the PM or the WPLs

1 Templates to be used when preparing
0 Cost statements
Presentations
WP Progress reports
Invitation to meeting & Meeting Agenda
Deliverables

O oO0Oo0o

1 Major documents and reports as

Periodic Reports

Final Report

Other documents requested by the PO or the EC
Other documents suggested and/or approved by WPLs
Other documents requested/or approved by the PTC
Other

OO0 O0Oo0OO0OOo

3.6.2 Document and file naming

All files stored on the project archive or website should adhere to the following naming conventions:
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PVSITES-WPnN-Tnx-Dnz/<Type>_MYY-PARTNER-yyyymmdd-vxx.doc

Where:
- WPn Wor k Package identifier, asplicabler exampl
- Tnz- Task number as nNT710 for Task 7.1, i f
- Dnx Del i verable number, as nb720 for Dev.

Task 7.1, if applicable.

- <Type/Description> Document type (see below)
- MYY Submission month
- Partner Alias of the partner author of the document
- yyyymmdd Date in Ayearmonthdateo for mat
- <Version> Twodi gits versiofd,0™béewnmti fier, as 06v(
- <Ext> Extension of the file name, usually associated to the edition tool, like

Word, Excel, ppt etc.

A ATTENTION: lowercase and uppercase characters are allowed, and separate the words with
(-®d)r (6 DoNO6 use spaces (6 6) PMUSBITESSVP&DEBA PU{MB-/| 6 ) .
TECNALIA-20160308-vO0.pdf

When one of the concepts does not apply it is not included in the naming. If the document is not a
deliverable, instead to put Dnz, th e fi tshyoplcebe indicated. The type is assigned by at least two
capital letters identifying the contents of the document. New type names will be generated under
WP10 when necessary. The following table shows the different type existing so far:

CS Cost Statement

Dnz Deliverable.

Mnz Milestone

FR Final Report

INV Invitation & agenda of meeting
MIN Minutes of meeting

PR Periodic Report

PRE Presentation

WPR Work Package report

Table 3.3 Document type abbreviations

3.6.3 Reference documents, templates and guides

D9.5 Guidelines for project’s visual identity contains the templates of key documents types and they
are also available in the private area of the PVSITES web page. New templates will be generated
within WP10 when necessary for the project.
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3.7 Dissemination and communication activities

Dissemination and communication activities are detailed in the deliverable D9.1 Dissemination and
communication plan, which sets the most appropriate strategies for dissemination and
communication, in line with the strategies for exploitation of results. D9.1 will be updated in months
12, 24, 36.

PVSITES dissemination and publication policy is described in detail in Article 8.3 of the CA.

A ATTENTION: All publications or any other dissemination relating to foreground shall include
the EU emblem and the following statement to indicate that said foreground was generated with the
assistance of financial support

This project has received funding from the Eu
programme under grant agreement N° 691768.

This publication reflects only the author's view and the Commission is not responsible for any use
that may be made of the information it contains.

3.8 Internal and external project communication

3.8.1 General

All official communication with the PO or the EC Services related to PVSITES project will be
channeled through the Project Manager (PM).

3.8.2 Internal

Communication within PVSITES project is achieved across a number of platforms: project website,
video conferencing, email, teleconferencing and face-to-face meetings.

In order to avoid unnecessary mailing messages, senders will carefully select the recipients to the
narrowest audience possible. Coordinator will stablish a contact list per WP.

A ATTENTION: in order to facilitate filtering and anti-spam measures, the subject line should
i ndi cat e PYSiTES:® efran Inowed by a stdneeortfewekeyporda abaut theo
message.

3.8.3 Communication flow

Coordinator (TECNALIA) will address Work Package Leaders (WPL) to give or request information
related to the workpackage. In the same way, WPLs will address Task Leaders (TL) as responsible
of the tasks. TL will address the partners involved in their task.

If a partner does not reply to a Task Leader request within a specified time, the TL escalates the
issue to the Work Package Leader. If the same partner fails to respond to the WPL, the WPL
escalates it to the Coordinator.

The Coordinator (when involved) will communicate with the partner(s) directly, including WPLs and
TLs in subsequent communications.
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No full response to WPL or
mass ‘no-response’ to TL

v

Coordinator (TECMALIA)

Work Package Leader
No
. - Yes All Info
Task Leader ¥ submitted
<Initiates Request>
v
Partner A If no A response
OR
A 4
Partner B
A If no B response
|
If no Z relsponse OR
A 4
Partner Z
A If no Z response

Figure 3.2 Communication flo w

3.8.4 Partner Contact Details

Typically, there is more than one contact per beneficiary, however; Table 5.1 provides the main for
contact for each Party:

Ne Partner Country Name e-mail

1 TECNALIA Spain Maider Machado maider.machado@tecnalia.con
2 ONYX Spain EleneRico erico@onyxsolar.com

3 BEAR Netherlands Tjerk Reijenga tierk@bead.com

4 NOBATEK France Pascale Brassier pbrassier@nobatek.com

5 FOPTICS | United Kingdom Lawrence Chan |.chan@fikmptics.co.uk

6 CTCV Portugal Victor Francisco victor.francisco@ctcv.pt

7 FLISOM Switzerland Ulfert Ruehle ulfert.ruehle@flisom.ch

8 CRICURSA Spain Ferran Figuerola ferranf@cricursa.com

9 CEA France Francoise Burgun Francoise. BURGUN@cea.fr
10 | ACCIONA Spain José Carlos Estebal josecarlos.esteban.m@jiasciona.col
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11 FD2 Belgium Dominique Deramai; info@formatd2.be

12 VILOGIA France Agnieszka Bogucka Agnieszka.Bogucka@vilogia.fr
13 R2M Italy Federico Noris federico.noris@r2msolution.cor
14 CADCAM Switzerland Nguyen Van Khai vknguyen@cadcamation.ch
15 WIP Germany Ingrid Weiss Ingrid.Weiss@wnpunich.de

Table 3.4 PVSITES main contacts
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4 WORK IMPLEMENTATION PLAN

This chapter includes a detailed work implementation plan.

Figure 4.1 Graphical presentation of the components and inter -relations
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