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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 haming convention:

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

Where:
<WPXX>
<D/TYY>
<Content>
<Partner>
<Date>

<Version>
<Ext>

Content

Work Package or management identifier, as for example: “WP1”, "WP2”,..."WP7”. WPO for
non-applicable/irrelevance.

Deliverable, as “D42” (for D4.2), or Task, as “T51” (for Task 5.1). DO or TO for non-
applicable/irrelevance.

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

i) Beneficiary acronym when presenting individual activities and the deliverables /
milestones by the lead beneficiary.

i) WPL when the leader is reporting as Work Package leader.

Date in “ddmmyyyy” format

Two digits revision identifier, as ‘v01’, ‘v02’, ‘v03’ and “final” for the final approved version
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

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 prese_nting 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 - L
No * Participant organisation name Acronym

1 (Coord.) | Fundacién 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.xIsx

Milestones follow-up file

ANDREAH-WP7-D0-MXX-Milestones-WPL-ddmmyyyy-version.xIsx

Actions follow-up file

ANDREAH-WP7-D0-MXX-ActionList-WPL-ddmmyyyy-version.xIsx

Risks follow-up file

ANDREAH-WP7-D0-MXX-Complete-RisksLists-WPL-04022021-xIsx

Periodic Report Part A (to be filled in the PP) (0

ANDREAH-Period-X-Report-Part-A-ddmmyyyy-version.docx

Periodic Report Part B (technical reporting) ()

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

.‘x:z dreaH | Partnership - Eurapean Union Eadre |

ANDREAH T
AmmoNia BASED MEMBRANE REACTOR FOR GREEN HYDROGEN PRODUCTION Ll
Horizon EURCPE GRANT A T 1101112118
1. EXECUTIVE SUMMARY (3 pages max. all points)
Start date of project: 01/07/2023 Duration: 4 years 11 Description of the deliverable content and purpose .. 3
1.2, Brief description of the state of the art and the innovafion brought........ ... 3
- 13.  Deviafion from objectives ..._.....
[WPX - <WP Title>] 14, Ifrelevant comeciive acions ...
15.  Ifrelevant Intellectual property rights
[DELIVERABLE NUMBER] 2 MAINTITLE 1
- - 21 Title 1
[Deliverable Title] 211, Subtite 1
212, Subtitie 2
i 22, The2
Topic: HORIZON-JTI-CLEANH2-2022-02-04 v
Funding scheme: Research and innovation scfions 221, Subtitie 1
Call identifier: HORIZON-ITI-CLEANH2-2022-2 222 Subtitie 2
3. MAIN TITLE 2
Due date of deliverable: ‘Actual submission date: Reference period: 3'13' 11 Titles1 e
dd-mm-year dd-mm-year dd-mm-year — dd-mm-year 3 1'2' Subliﬂe 2
Document classification code [): Prepared by -2, Sublite
ANDREAH WPXX-DYY-D| B-parts il yv-vZ7Z ndf Pariner 32 Title 2
321,  Subtitie 1
322 Subtitie 2
Version DATE Changes CHECKED APPROVED 4. CONCLUSIONS
viZ dd-mm-year First Release Emsixes ] 5. ABBREVIATIONS
6. REFERENCES
7. GLOSSARY.
8. ANNEXES. 10
REMARK 1: Guidelines for the content. To be deleted in the document
Text in Arial 11, black.
Funded by the European Union. Views and opinions expressed are however those of the authoris) only Figures should have the capfion beneath the figure. Centre aligned if 1 line, justified, ifit is > 1 line.
and do not necessarily reflect those of the European Union or Clean Hydrogen Joint Undertaking. Neither Format: Figure, number and fitle in bold letters in black, Arial size 10: Figure 1. This is figure 1
the European Union nor the granting authority can be held responsible for them. Tables should have the caption above. Genfre aligned if 1 line, justified, if il is > 1 line.
Di ination Level Format: Table, number and fitle in bold letters in black, Arial size 10: Table 1. This is table 1
— Capfion and numbering should be automatic. Use cross-references in the text when referring to the figures and
PU [ Fublic I tables.
SEN | Sensitive, limited under the canditions of the Grant Agresment \ X Articles should be inserfed as footnotes.

Use cross-references in the text when referring fo articles previously included
Delete all the red text
‘Change the highlighted part in cover page and header.

included i the header of the following pages

Gonfiriential

Figure 1. ANDREAH template for deliverable.
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4.2. Agendatemplate

Excel files are used for internal agenda template (see figure hereafter). For public meeting word files (as
pdf) will be used for the agenda.

4 A B = D M N 0
1 | Kick-off Meeting, ANDREAH Project
2 | Grant Agreement: 101112118
3 |AmmoNia baseD membRane rEActor for green Hydrogen production
4
5 Date July 10th, 2023
6 Location: Online
7 Central European Summer Time
g Time D‘t‘:i:;’" Subject Who
09:00 5 Welcome Coordinator TEC
Scope of kick-off meeting/Kick-off agenda
) Antonio Requena (Financial Officer) Clean Hydrogen
oh5 45 Presentation from each pariner (5 minutes each): 9 partners according to the
Rapidly the entity then their role in the project, who, in number (5 slides?)
which WP, interaction with other partners, expected
10 impact
11| 09:50 15 Overall presentation of the project TEC
12 | 10:05 20 The Rules of the Game Clean Hydrogen
13| 10:25 20 WP1 Business Case definition & Exploitation IBER allow time for discussion
10:45 20 WP2 System requirements, design and modelling TUE
14 modelling allow time for discussion
15| 11:05 15 Coffee
16 | 11:20 30 WP3 Key component development and scale-up CNR allow time for discussion
17 | 11:50 10 WP4 System integration and validation VTTI
12:00 15 WP5 Environmental and social LCA, economic and RINA
18 safety assessment allow time for discussion
19 | 12:15 20 WP6 Dissemination and Communication 1CUBE allow time for discussion
12:35 25 WP7 Project Management TEC
Project administrative and financial procedures
(i.e., reporting, funding, payment plan, participant
portal) Contractual aspects. Consortium
20 ﬁ?[ee'.“e“t- . el allow time for discussion
21 | 13:00 End of the meeting

22
Figure 2. ANDREAH template for agenda (example for the Kickoff consortium meeting.
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4.3. Minutes template

% Clean Hydroger Funded by the
14 Partnership - European Union WAndreaH ﬂ

g‘ndreaH

ANDREAH
AmmoNIA BASED MEMBRANE REACTOR FOR GREEN HYDROGEN PRODUCTION Content
Horizon EurOPE GRANT A T - 101112118
Start date of project: 01/07/2023 Duration: 4 years 1. GENERALITY AND COORDINATION

11 Meeting Agenda

1.2.  List of participants

WP7 - Project Management 13.  Documents of the meeting
2. MEETING MINUTES.

21 Welcome........

2.2. WPs progress status, deviation and future activities

Minutes

D O o o BRBALBBLRE B R W oW W

[Meeting tit|e] (Crty, Partner, mmjdd[year) 221, WP1Business case definition......... ]
2.22. WPZ System requirements, design and modslling
223.  WP3 Key components dey and scale-up
. 224 WP4 System ion and validation
;"p'“. B HORIZON-JT-CLEANH2-2022-02-04 225 WP5 Environmental and social LCA and economic assessment ...
unding scheme: esearch and innovation scfions rronmer pili
Call identifier HORIZOM-JTLCLEANH2.2020.2 226, WP6 Dissemination and communication
227. WPT Project it
3. MEETING ACTION PLAN.
Due date of deliverable: Actual submission date. Reference period: IEXE
dd-mm-year dd-mm-year dd-mm-year — dd-mm-year # ANN _5
Document classification code (7: Prepared by (™): 4.1.  Signed list
-WPT7-| LMIN-WPL -version ext Partner 42, Lstof ion
Version DATE Changes CHECKED | APPROVED
vz dd-mm-year First Release Partner Person

Funded by the European Union. Views and opinions expressed are however those of the author(s) only
and do not necessarily reflect those of the European Union or Clean Hydrogen Joint Undertaking. Neither
the European Union nor the granting authority can be held responsible for them.
D tion Level
PU [ Public T
SEN | Sensitive, limited unger the conditions of the Grant Agresment [ x

4 for generating such code piease refer fo the Quality Management Piin, also o be inclded i the hesder of the folowing pages

{) indicate the acronym of the pariner that prepared the document

Figure 3. ANDREAH template for the minutes.
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JAndreaH

4.4. Interim Activity Report

o —
% Clean Hydroger Funded by the
fﬂdreaﬂ fi Partnership European Union g ndreald m
ANDREAH e
AwmoMa, saseED MEMBERANE REAGTOR FOR GREEN HYDROGEN PRODUCTION
HorizoN EUROPE GRANT A 101112118
1. EXECUTIVE SUMMARY (3 pages max. all poinis) 3
Start date of project: 01/07/2023 Duration: 4 years 11 Description of the deliverable content and purpose 3
1.2, Brief description of the state of the art and the ir ion brought 3
1.3.  Deviafion from objectives 3
WPT — Project Management 14 Ifrelevant corective actions 3
1.5.  Ifrelevant: Intellectual property rights... 3
- P : :} { 2. Publishable summary 6 months period 4
Interlm ACtIVIty Report M X 21, Summary description of the ANDREAH project objectives in the six month period .4
22 Description of the work performed in the six month period. ... 4
2.3, Expected results at the end of the project and potential impact an use ..
Topic: HORIZON-JTI-CLEANH2-2022-02-04
Funding scheme: Research and innovation actions 3. Explanation of the work carried out by the beneficiaries and overview of the progress in the §
Call identifier HORIZON-JT-CLEANH2-2022-2 months period.
3.1 Objectives for the 6 months period...
Due date of deliverable: “Actual submission date: Reference period: 3'%' 21 E’(p\lzrﬁ“g” of the work l;arpe? out per WP in the 6 months peried...
dd-mm-year dd-mm-year dd-mm-year — dd-mm-year g usiness case definition........ -
Decument classification code () Prepared by (": g g% m;% %;Ign'llﬁnems deve et a:gd scale-up
ANDREAH-WPT-DTXX-AR-TEC. -yZZ ndf Partner 3. .
324, WP4 System i 1 and validation
325 WP5 Environmental and social LCA and
326 WPG Dissemination and communication
Version DATE Changes CHECKED | APPROVED 3.27. WPT Project 1t
i dd-mm-year First Release Partner Person 4. Deliverables and mi tablas. 13
41 Deliverables 13
42 ilestones..... 14
5. Risk foliow-up 15
5.1 Foreseen Risk 15
5.2, Unforeseen risks 15
53 States of the Play for Risk Mitigation . 16
Funded by the European Union. Views and opinions expressed are however those of the author{s) only 6. ANNEXES 17
and do not necessarily reflect those of the European Union or Clean Hydrogen Joint Undertaking. Neither REMARK 1- Guidelines for the content To be deleted in the document
the European Union nor the granfing authority can be held responsible for them. Text in Arial 11, black
Dissemination Level Figures should have the capfion beneath the figure. Centre aligned if 1 line, jusiified, if it is = 1 line.
o0 T Fusie I Format: Figure, nymiagr and ille in bold lefters in black, Arial size 10: Figure 1. This is figure 1
S _ Tables should have ihe caption above. Genire aligned if 1 line, justified, if it is » 1 line.
SEN | Sensitive, limited uner the conditians of the Grant Agresment [ x Format: Table, numhet and title in bold letters in black, Arial size 10: Table 1. This is table 1
Caption and numbering should be automatic. Use cross-references in the text when referring to the figures and
tables.

Articles should be inserted as footnotes. . . .
fy Managemesd Plan, akso f be incled i e headker of the following gages g:fé;";ffgg‘g; inthe lext when refering fo articles previously included

(* for genersting such code please refer to the
™) indicate the scronym of the partner that prepared the document Change the highlighted part in cover page and header.

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

£ Clean Hydroger Funded by the Binarean B
fﬂdreaﬂ il Partnership - European Union

ANDREAH
AmMONIA BASED MEMBRANE REACTOR FOR GREEN HYDROGEN PRODUCTION Content
Horizon EurorE GRANT AGREEMENT Numeer: 101112118 1. Objectives for the 6 months period in which the bi report is 3
. 3 2. Two month reporting. 4
Start date of project: 01/07/2023 Duration: 4 years 21 Objectives-activities for the two months period 4
22 Results: Progress towards objectives... 4
23 Key findings and conclusions 4
24 Interactions with other task in the WP and other WPs 5
WP7 — PI'Ocht Management 2.5 Plan for the following 2 month: 6
3. Plan for the next 6 months period 7
. 4. Action list 8
WP7 bimonthly Report 41, Listof actions. 8
. 5. Status of defi and 9
Month: XX 51. Deliverables... 9
52 i - 10
Topic: HORIZON-JTI-CLEANH2-2022-02-04 6. Risk follow-up 10
Funding scheme: Reszarch and innovation acfions &1 States of the Play for Risk Mitigation 10
GCall ientifier HORIZON-TI-GLEANH2-2022-2 7. ANNEXES P
Due date of deliverable: Actual submission date: Reference 6 month period: REMARK 1: Guidelines for the content. To b deleted in the document
dd-mm-year dd-mm-year dd-mm-year — dd-mm-year Textin Anial 11, black. )
Document classification code (: Prepared by {~): Figures should have the caption beneath the figure. Centre aligned if 1 line, jusfified, if it is = 1 line.
K X-Beport-WPl y7Z.ndf WPl Format: Figure, numizer and fitle in boid letters in black, Arial size 10: Figure 1. This is figure 1
Tables should have the caption above. Centre aligned if 1 line, justified, ifitis > 1 line.
Format: Table, numher and fitle in bold letters in black, Arial size 10: Table 1. This is table 1
Capfion and ing should be automatic. Use in the text when referming to the figures and
Version DATE Changes CHECKED | APPROVED {ables.
vZZ dd-mm-year First Release Partner Person Arficles should be inserted as footnates

Use cross-references in the text when refeming o articles previously included.
Delete all the red text

Change the highlighted part in cover page and header.

To be drafted by each WPL

Use bullet poinis

Mo more than 2 pages excluding tables (secfion 4 fo 7)

Funded by the European Union. Views and opinions expressed are however those of the author{s) only
and do not necessarily reflect those of the European Union or Clean Hydrogen Joint Undertaking. Neither
the European Union nor the granting authority can be held responsible for them.

Dissemination Level
PU [ Public |
SEN ‘Sensitive. imited under the condtions of the Grant Agreement x

% for ganersting such cod please refer to the Guality Management Pisn, aiso fo be included in the header of the following pages

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

g AmmoNia baseD membRane rEActor
i Par:lne‘r.s‘hx[‘y” ‘ . ?ﬂ dl‘eaH
. for green Hydrogen production

Funded by
the European Union

WPXX : WP Title
Summary

MXX Consortium Meeting
Location, dd-mm-year

Contact: Name &
Speaker-email

“The project is supported by the Clean Hydrogen Partnership and its members Hydrogen Europe and Hydrogen Europe Research.”

“Funded by the European Union. Views and opinions expressed are however those of the author(s) only and do not necessarily reflect
those of the European Union or Clean Hydrogen Joint Undertaking. Neither the European Union nor the granting authority can be

held responsible for them.” Add here LOGO

Partner
Event
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