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1. Executive Summary 
 
1.1. Description of the deliverable content and purpose 
 
The present deliverable describes the list of the different templates that have been drafted for the internal 
management of the project as well as the reporting to the EC as deliverables or for the Periodic Reports 
for ANDREAH Project. Main part of the templates was already available at the beginning of the project. 
The progress report procedures as well as information sharing, and communication procedures will be 
reported in deliverable D7.4 (Quality management plan).  
 
2. Internal Project Templates 
 
2.1. Document and File Naming 
 
Files names inside the project should have the following naming convention: 
 

ANDREAH-<WPXX>-<D/TYY>-<Content>-<Partner>-<Date>-<Version>.<ext> 
 
Where: 
 

<WPXX> Work Package or management identifier, as for example: “WP1”, ”WP2”,…”WP7”.  WP0 for 
non-applicable/irrelevance. 

<D/TYY> Deliverable, as “D42” (for D4.2), or Task, as “T51” (for Task 5.1). D0 or T0 for non-
applicable/irrelevance. 

<Content> Document type/content. It could include more than one word (“AAAAA-BBBBB”, “AAAAA-
BBBBB-CCCCC”). See initial list in Table 1. 

<Partner> i) Beneficiary acronym when presenting individual activities and the deliverables / 
milestones by the lead beneficiary.  
ii) WPL when the leader is reporting as Work Package leader. 

<Date> Date in “ddmmyyyy” format 
<Version> Two digits revision identifier, as ‘v01’, ‘v02’, ‘v03’    and “final” for the final approved version  
<Ext> Extension of the file name, usually associated to the edition tool, like word, excel, ppt, etc. 

When submitting documents to the EC or final documents PDF extension should be used 
 

Content  
 
The Table 1 hereafter explains the main names codes for identifying the content of each document. Other 
codes could be agreed/added when needed. 
 

Table 1. List of names codes related to <content>. 

<Content> Description 

AGEN Agenda 

AGEN-MXX- GAM Agenda Month XX General Assembly Meeting 

AGEN-MXX-TCM Agenda Month XX Technical Committee Meeting 

AGEN-MXX-CM Agenda Month XX Consortium Meeting 

BEM Beneficiaries Meeting 

BEMIM Beneficiaries Minutes of Meeting 

CM Consortium Meeting 
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DLR DeLiveRable 

GAM General Assembly Meeting 

QMP Quality Management Plan 

IAR Interim Activity report 

KoM Kick-off meeting 

MIN Minutes 

MonthXXX-Report Month XX (Monthly/Bimonthly) report 

MXX-CM-MIN Month XX Consortium Meeting Minutes 

MXX-FIN-STA Month XX Financial Statement (financial follow up) 

MXX-GAM-MIN Month XX General Assembly Meeting Minutes 

MXX- TCM-MIN Month XX Technical Committee Meeting Minutes 

MXX-WPM-MIN Month Work Package Meeting Minutes 

PGA Project General Assembly 

PPR Project Periodic Report / Periodic Progress Report (M18, M36, M48) 

PRX Periodic Report XXX (1, 2 or 3) 

PRO 
Progress report (when presenting information on the progress not using other 
templates, i.e.; ppt presentation at the consortium meetings...) 

PTC Project Technical Committee 

PUB PUBlication 

TCM Project Technical Committee Meeting 

WPM Work Package Meeting 

 
 
Partner 
 
The beneficiary acronyms for use in the “partner” are listed in Table 2 hereafter. 
 

Table 2. Beneficiary/partner acronyms. 

Participant 

No * 
Participant organisation name Acronym 

1 (Coord.) Fundación Tecnalia Research & Innovation TEC 

2 Technische Universiteit Eindhoven TUE 

3 Consiglio Nazionale Delle Ricerche CNR 

4 Iberdrola Clientes Sociedad Anonima IBER 

5 Umicore Denmark APS UMI 

6 1 CUBE BV 1CUBE 

7 RINA Consulting SPA RINA 

8 KIC Innoenergy SE KIC 

9 VTTI BV VTTI 
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The different versions of the documents are only delivered by the leading beneficiary, who will start the 
loop for collecting information from other partners. Other beneficiaries providing information in each 
version should rename the updated file adding their organisation acronym at the end of the file name (or 
the name & family name initials). 
 
2.2. Templates 
 
The following templates has been drafted. 
 

Table 3. List of templates. 

Description File name 

Deliverable ANDREAH-WPXX-DYY-DLR-partner-ddmmyyyy-version.dotx 

Agenda ANDREAH_Agenda_template.dotx 

Consortium meeting minutes ANDREAH-WP7-D0-MXX-CM-MIN-WPL-ddmmyyyy-version.dotx 

Project Technical Committee meeting minutes ANDREAH-WP7-D0-MXX-PTC-MIN-WPL-ddmmyyyy-version.dotx 

Interim Activity Report ANDREAH-WP7-DYY-DLR-IAR-TECNALIA-ddmmyyyy-version.dotx 

WP1 monthly/bimonthly report ANDREAH-WP1-D0-MXX-Report-WPL-ddmmyyyy-version.dotx 

WP1 beneficiary monthly/bimonthly report ANDREAH-WP1-D0-MXX-Report-beneficiary-ddmmyyyy-version.dotx 

WP2 monthly/bimonthly report ANDREAH-WP2-D0-MXX-Report-WPL-ddmmyyyy-version.dotx 

WP2 beneficiary monthly/bimonthly report ANDREAH-WP2-D0-MXX-Report-beneficiary-ddmmyyyy-version.dotx 

WP3 monthly/bimonthly report ANDREAH-WP3-D0-MXX-Report-WPL-ddmmyyyy-version.dotx 

WP3 beneficiary monthly/bimonthly report ANDREAH-WP3-D0-MXX-Report-beneficiary-ddmmyyyy-version.dotx 

WP4 monthly/bimonthly report ANDREAH-WP4-D0-MXX-Report-WPL-ddmmyyyy-version.dotx 

WP4 beneficiary monthly/bimonthly report ANDREAH-WP4-D0-MXX-Report-beneficiary-ddmmyyyy-version.dotx 

WP5 monthly/bimonthly report ANDREAH-WP5-D0-MXX-Report-WPL-ddmmyyyy-version.dotx 

WP5 beneficiary monthly/bimonthly report ANDREAH-WP5-D0-MXX-Report-beneficiary-ddmmyyyy-version.dotx 

WP6 monthly/bimonthly report template ANDREAH-WP6-D0-MXX-Report-WPL-ddmmyyyy-version.dotx 

WP6 beneficiary monthly/bimonthly report ANDREAH-WP6-D0-MXX-Report-beneficiary-ddmmyyyy-version.dotx 

WP7 monthly/bimonthly report template ANDREAH-WP7-D0-MXX-Report-WPL-ddmmyyyy-version.dotx 

Partner presentation at Consort. Meeting ANDREAH-WPXX-D0-MYY-CM-Partner-ddmmyear-v01.pptx 

WPL presentation at Consortium Meeting. ANDREAH-WPXX-D0-MYY-CM-WPL-ddmmyear-v01.pptx 

Project presentation ANDREAH-Presentation Template_v1.pptx 

Use of resources follow-up template ANDREAH-WP7-D0-MXX-FIN-STA-Beneficiary-ddmmyyyy-v01.xltx 

Deliverable follow-up file ANDREAH-WP7-D0-MXX-Deliverables-WPL-ddmmyyyy-version.xlsx 

Milestones follow-up file ANDREAH-WP7-D0-MXX-Milestones-WPL-ddmmyyyy-version.xlsx 

Actions follow-up file ANDREAH-WP7-D0-MXX-ActionList-WPL-ddmmyyyy-version.xlsx 

Risks follow-up file ANDREAH-WP7-D0-MXX-Complete-RisksLists-WPL-04022021-xlsx 

Periodic Report Part A (to be filled in the PP) (1) ANDREAH-Period-X-Report-Part-A-ddmmyyyy-version.docx 

Periodic Report Part B (technical reporting) (1) ANDREAH-Period-X-Report-Part-B-ddmmyyyy-version.docx 

(1) Based on the template provided by the EC. They will be updated, if needed, with the last version of the EC. 

 

3. Conclusions and Future Steps 
 
This report details the templates for the ANDREAH project. An elegant and unfussy style was chosen in 
agreement with the logo and the overall visual identity. 
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4. Annexes 
 
4.1. Template for deliverables 
 
This template will be used for all deliverables, should they be internal or public. It includes a front page 
with ANDREAH logo, the name of the deliverable and the partner responsible for its submission, as well 
as the acknowledgment for the EU funding. The other pages report on the header and the footer some 
key information such as the logo, the project number and the website link 
 

 

Figure 1. ANDREAH template for deliverable. 
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4.2. Agenda template 
 
Excel files are used for internal agenda template (see figure hereafter). For public meeting word files (as 
pdf) will be used for the agenda. 
 

 

Figure 2. ANDREAH template for agenda (example for the Kickoff consortium meeting. 
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4.3. Minutes template 
 

 

Figure 3. ANDREAH template for the minutes. 
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4.4. Interim Activity Report 
 

 

Figure 4. ANDREAH template for the Interim Activity Report (template for D8.3). 
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4.5. Templates for Bimonthly Reports 
 

 

Figure 5. ANDREAH template for bimonthly Report (WPL report). 
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4.6. Partner presentation at Consortium Meeting 
 

 
 

 

Figure 6. ANDREAH template for WPL presentation at Consortium Meeting (some slides). 

 

(                                                                                 
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