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1 Introduction

1.1 Definitions:

Words defined in the Project Co-operation Agreement (PCA) have the same meaning in this Project Handbook (PHB), provided their first letter is written with an upper case.

Additional Definitions for the scope of this PHB document:

· Partner(s) means Party(ies) in the PCA.

· Non-managing Partners means those Partners, listed in the PCA, who "have requested to be relieved from their rights and obligations set out in Article 3 …" of the PCA.

· Managing Partners means the others, i.e. those Partners that are not Non-managing Partners.

1.2 Purpose

This document is intended to complete the PCA; should any provision contradict, or be conflicting with, one or more of the PCA provisions, the PCA provision(s) will prevail.
The purpose of the Project Handbook, PHB, is to define the project organisation aspects for the ITEA project Passepartout. It is to communicate all relevant principles of project operation to all project members. These comprise

· the project management approach;

· tools and techniques to support project management;

· guidelines on how to exchange documents;

· rules for meeting organisation, information distribution, publishing of project results.

At the end of the document a contact list of project key members can be found.

1.3 References, Background Material

The preparation of this document is based on and has been influenced by the following project material produced during the ITEA project proposal phase:

· Project Outline

· Full Project Proposal

· Project Consortium Agreement

1.4 Changes

The PHB has been agreed upon on the first PCC meeting. It will be maintained throughout the entire duration of the project. Therefore, progress and changes in the project will be documented in a sequence of PHB versions. Names and memberships will always be updated. Each update will have to be approved by the PCC.

1.5 List of Abbreviations Used

CC


Country Co-ordinator

FPP


Full Project Proposal

PAS


Passepartout

ITEA


Information Technology for European Advancement

PHB 


Project Handbook

PCA


Project Co-operation Agreement

PCC


Project Co-ordination Committee

PDF


Portable Document Format

PM


Project Manager 

PMT


Project Management Team

PR 


Partner Representative

QA


Quality Assurance

TC


Technical Co-ordinator

TL 


Task Leader

WP


Work Package 

WPL


Work Package Leader

WWW


World Wide Web

Project Roles and Organisation

1.6 Responsibilities and Roles


Figure 1:  Project 

Figure 1: Project Management Structure

1.6.1 Project Co-ordination Committee (PCC)

It is expected that each Managing Partner of the project will nominate a senior representative with budget responsibility to the PCC, enabling them to make consistent decisions and to represent contractor’s interests.

The Project Co-ordination Committee, PCC, will have overall responsibility for the technical, financial, administrative and exploitation aspects of the project. 

Within the PCA, Article 3.4, the following responsibilities have been defined for the PCC:

· “managing the Project … ”; details are described in document which will be agreed upon at the first PCC meeting.

· “reviewing and/or amending the Work program of the Project where required subject to approval by the ITEA Board.”

· “Laying down, and reviewing or amending, procedures for publications and press releases with regard to the Project; and”

· “making proposals to the Parties (other than a Defaulting Party) for the service of notices requiring remedy of breach and terminating this Agreement (PCA) with respect to that Defaulting Party, all in accordance with Article 9.4 of the PCA.”

In particular the PCC will

· decide the strategies of the project within the framework of the contract; 

· monitor and assess the progress of the project and make recommendations for appropriate         amend​ments to the work plan as required; 

· assess the impact of any changes to the contract or its terms suggested by the ITEA office and respond accordingly;

· representing the organisations in negotiations and with respect to any financial aspects; 

· ensuring the organisations commit the required resources to carry out the project work;

· review the policy and strategies of exploitation and publicity, in particular with regard to the releas​ing of project information to the outside world;

· approve the nomination of the PM, TC and WPLs.

For the day-to-day management of the project, PCC members delegate the implementation of their responsibilities to the organisations’ Partner Representatives, PRs, who assemble in the PMT.

1.6.2 Project Management Team (PMT)

The Workpackage leaders and Partner Representatives (PR) of the Managing Partners assemble on a permanent basis in the Project Management Team. PRs of Non-managing Partners will be entitled to assemble in the PMT either on an initially decided permanent basis or on an exceptional basis. In the latter case, they can join PMT meetings either on PMT’s invitation or on their own request, with prior PMT’s permission. Written requests have to be addressed to the PM, who consults the PMT members and he returns the result of the consultation to the requester. The Work Package Leaders (WPL) will be nominated by the Partners and approved by the PCC. 

The PMT is headed by the PM.

One of the PMT members will be nominated by the PCC as TC of the project The TC supports the PM or takes over the PM’s responsibility, when the PMT is dealing with technical matters. The project aims at a separation of roles in the project management approach in order not to mix techni​cal with consortium issues (e.g., same place, different meetings). Therefore, for all technical aspects, the WPLs will be accountable to the TC, and for administrative matters to the PM. 

Whenever issues need to be resolved, which are beyond the control of the PMT, the PMT will refer these to the PCC, that will make appropriate arrangements to find a solution.

The project information flow and dependencies are outlined in figure 2.


Figure 2: Project information flow

1.6.3 Project Manager (PM)

The Project Manager, PM, will be appointed by the PCC and will be accountable to the PCC. The PM will be responsible for:

· the preparation and maintenance of a quality plan for the project, detailing the project standards and procedures for aspects such as document control, project reviews, etc.; 

· preparing and maintaining a project summary and a standard presentation for external communication;

· the establishment and maintenance of the project’s archive;  

· the collection of the information for the progress reports and submitting them to the ITEA office;

· reporting the project status to the PCC;

· presenting the project status at the project reviews;

· the co-ordination of communication between the Consortium, the ITEA office and the outside world. 

1.6.4 Technical Co-ordinator (TC)

The Technical Co-ordinator, TC, will represent the PMT at PCC meetings with respect to technical terms. The TC’s responsibilities will include:

· Together with the work package leaders define the global project demonstrator based on the individual work package demonstrators;

· co-ordinating the installation of  overall project demonstrator; 

· reporting the technical status of the project to the PCC.

The TC is accountable to the PM and will closely liase with the PM to ensure their joint overall respon​sibilities to the PCC are properly discharged.
1.6.5 Partner Representative (PR)
Each Partner will appoint a Partner Representative, PR. PRs of Managing Partners will be permanent members of the PMT. PRs of Non-managing Partners will be entitled to assemble in the PMT either on a permanent or exceptional basis. PRs will be responsible for ensuring that the Partner’s tasks are carried out in accordance with technical, financial and administrative requirements of the project. In particular, PRs are responsible for

· collating and submitting to the PM or WPL the required financial and administrative organisations’ data; 

· working closely with PM and the TC to ensure that the project satisfies its intermediate milestones and overall objectives.

1.6.6 Country Co-ordinator (CC)

For each country, the Partners in that particular country will appoint a country co-ordinator.  The country co-ordinator is responsible for:

· Co-ordinating  the national proposal with the Partners in that country;

· Submitting the national proposal to the national authorities;

· Informing the PM about the status, timing  and outcome of the national funding application;

· Co-ordinating the progress reporting to the national authorities during the project life time, if applicable;

· Ensuring consistency between national progress reporting and ITEA progress reporting.

1.6.7 Project Support Office 

The project support office supports the consortium on behalf of the PM by:

· Assisting in organising major project overall meetings and meeting logistics;

· Setting up and maintaining a project infrastructure (e.g. web site, archive, email reflectors);

· Providing consultancy and guidance implementing the ITEA regulations and procedures (e.g. change requests, progress reporting);

· Assisting the PM in preparation of ITEA formal documents.

1.6.8 Conflict Resolution

In matters of conflict between Partners, it shall be firstly the responsibility of the PM for consortium- related issues to try to reconcile them informally to the satisfaction of the parties concerned taking into account the interests of the project overall. Failing that, these will be referred formally to the PCC for its justification. 

1.7 Organisation of the Technical Work

The management structure described so far should assure that the technical work done in the project could adequately be assessed and monitored by the responsible persons in the different management lev​els within the Partners organisation. The technical work of the project is organised in four work packages WP 1 to 4 as described in the FPP. The work packages are further structured in a number of tasks that jointly produce the deliverables of a work package.

1.7.1 Work package Leaders (WPLs) 

For each work package, a Work Package Leader (WPL) is designated. Generally,  the WPLs will be recruited from the Partners by the PCC. WPLs are accountable to the TC. They are responsible for the tech​nical progress in their WPs and contribute to the regular progress reporting of the TC. WPLs are mem​bers of the PMT. In particular WPLs are responsible for

· directing the WP in all aspects in accordance with the full project proposal (FPP);

· maintaining a WP plan and a WP related communication infrastructure; in particular, WPLs feed back decisions of the PMT and the PCC to the WP members;

· providing reports, plans, and results according to the reporting cycle; in particular, WPLs regularly report on the PMT meetings about the progress and problems within their respective WPs.

1.7.2 Task Leaders (TLs) 

If necessary, Task Leaders will be appointed for organising and co-ordinating the work of the partici​pants of a task. TLs are responsible for the tasks’ objectives and for providing the contributions to deliverables as specified in the FPP. A TL is accountable to the respective WPL.
1.7.3 Information Flow at Technical Level

Within the project there is a horizontal and a vertical information flow. The horizontal information flow is mainly driven by a dependency derived from the technical work to be done and will be organised at task level for the tasks involved in a specific deliverable.

The vertical information flow mainly serves information dissemination on technical achievements within the project, reporting and global control purposes. It is intended to keep all program members informed about global matters and to provide strategic control in a top down fashion. 

2 Project Management Procedures and Infrastructure

2.1 Planning and Effort Tracking

MS Excel for tracking effort consumption and, as required by the ITEA reporting procedures, the milestone trend analysis mechanism for monitoring of progress of deliver​ables. 

Templates will be made available by the Project Support Office.

2.2 Meetings 

· In order to ensure the smoothly running of the project, the PMT will meet regularly, initially every 6 weeks. If required, the meeting frequency will be adapted. Physical meetings will be aligned with other project activities such as project workshops and whenever possible telephone conferences will be used.

· The PCC meets according to the PCA’s provisions (“at least twice a year in principle at the request of its Chairman or at any other time when necessary at the request of one of the Parties.”). If possible these meetings will be aligned with other meetings such as a review or ITEA symposium.

·  Technical meetings at WP or  task level will be called depending on the needs. 

· Technical workshops at project level will be organised twice a year. The goal is to discuss technical achievements from the previous period and to align the technical directions for the work to be done during the next period(s). The frequency may change depending on the needs.

Meeting logistics and local arrangements are to be organised by the meeting host. The host will provide timely local hotel suggestions and travellers information. Meetings will be organised by the project Partners in rotation. In line with the spirit of ITEA and based on the principle of reciprocity, meeting hosts will not charge others Partners for costs of conference arrangements and meals during the time of the official meeting. This excludes hotel and transportation costs.    

3.3   Decision taking
Meeting decisions are aimed to be taken unanimously. For the PCC, the decision procedure is stated in the PCA, Article 3.5. For other meetings, if no satisfactory outcome can be reached to all parties concerned, taking into account the interests of the project overall, the issue will be referred to the next management level, ultimately ending in the PCC.

2.3 Change Request

Change requests are due whenever the content of the project or the way of execution changes, regardless of the reason or kind of change. 

Change requests are subject to approval of the PCC and the ITEA Board; they require the update of the FPP. 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, according to the template available on the project website, and he submits this to the PM. The PM informs the PMT, adds his written comments and recommendations, and refers it to the PCC for approval. The change request  shall be considered as approved, if within 15 days from receipt none of the PCC members has objected in writing to the PM. Subsequently, the PM sends it to the ITEA Office for approval from the ITEA Board. Finally he takes care that the FPP is updated. A change becomes effective after approval has been received from the ITEA Board.

Partners shall never send change requests directly to the ITEA Office!
2.4 Progress Reporting

2.4.1 Half-Yearly ITEA Technical Reporting 

Official ITEA progress reports, so called ‘ITEA Technical Reports’, will be produced twice per year to collect the information for the formal reporting towards the ITEA Office. These reports are mandatory for ITEA and their reporting calendar and document template is prescribed. PRs (for the administrative and financial parts) and Partner’s work package member(s) (for the technical parts) shall send the contributions for the progress reports to their respective WPL(s), who collates and summarises these contributions to a work package progress report. The WPLs shall send the work package progress reports to the PM who collates them into an (project overall) ITEA Technical Report. The progress reports are prepared during the calendar month directly after the reporting period i.e. July and January. The deadlines for Partner’s contributions in these calendar months are the following:

· 08th: All Partners shall have submitted their contributions to their respective WPL(s);

· 15th: WPLs shall have submitted their WP progress report to the PM;

· 22nd: PM shall send project progress report to PCC members for review;

· 29th: Deadline for reception of review comments by PM;

· 31st: Due date for submission to the ITEA office.

On coincidence with public holidays and weekends, these dates shift to the next working day. The actual dates will be published on the project calendar. 

The ITEA Technical Report requests the following items per Partner:

· Achieved progress

A summary on the technical progress achieved. Emphasis should be on quantifiable results and progress relative to the world-wide competition.
· Co-operation aspects

Major events such as exchange of information or results, interaction between partners (e.g. attended meetings).

· Plus/minus report

A list of positive or negative events, including a description of the problems which have arisen and measures (to be) taken to overcome these prob​lems.
· Proposed changes

Short summary of approved or proposed changes in project goals, work plan, efforts, deliverables, delays, etc and their consequences.

· Manpower overview

Planned (approved) and spent manpower during the reporting period.
· Milestone Trend Analysis for the deliverables.

Monitoring of progress is done by a technique called Milestones Trend Analysis. For this, in the first progress reports, it is expected that for all outputs of each WP the responsible WPL will provide a detailed schedule (milestones) for all the deliverables. Subsequently, progress reports are then required on which milestones have been reached, which mile​stones need to be re-scheduled, which milestones are expected to be reached as planned, etc in order to trace milestones trends.

Additional items may be requested by ITEA Office. An up-to-date document template will be available from the project website.

2.4.2 Internal Progress Reporting

Additional project internal progress reports will be produced twice a year to give the PMT an early indication whether sufficient progress is being made or problems have arisen, in order to enable them to take timely measures. The procedure to produce the internal progress report and the reporting items are identical to the one described in paragraph 3.5.1. The months to prepare the internal progress reports are April and October. The deadlines for the Partners contributions will be published on the project calendar. Internal progress reports are not subject to PCC approval.

2.5 Quality Assurance Measures

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

· paper documents (management reports, project deliverables, etc) have to pass two QA iterations:

· to achieve status “draft” (cf. Section 3.6.1) it should be internally reviewed by the author(s) of the document;

· to achieve status “proposal” it needs to be reviewed and approved from project members other than the author(s) of the document; 

· to receive status “accepted” it needs to be formally approved by the respective management team  (i.e. PCC or  PMT ), or in case of a project deliverable, it needs to be ensured that the review comments have been taken into account to the satisfaction of the reviewers.

· reports to the ITEA office or Public Authorities  need approval of the PCC;

· publications of project results, e.g. as conference papers, need approval of the PMT;

· reviewers have to communicate their review comments in written form to the author(s) of the document; the author(s) have to keep track of the history of the document (incl. processing of the review comments received) in one of its appendices;

· when applicable, electronic annotation should be employed.

2.5.1 Milestones for Document Deliverables

The table below indicates the mandatory milestones for document deliverables, for which “Due dates’’ have to be defined, at which the corresponding delivera​ble will have to be received by the PM.

	Reports
	Outline 
	Draft 
	Proposal 
	Accepted 

	Versioning (x=1,2,3,...)
	0.x
	1.x
	2.x
	3.x


Table 1:  Milestones for document deliverables
2.5.2 Approval of ITEA Technical Reports and Project Deliverables

The half-yearly “ITEA Technical Reports” have to be approved by the PCC members as follows: the drafts of these reports are distributed by the PM 10 days before its release. If applicable, the draft will be made available through the project website. Each PCC member states, by way of a written statement, his approval or reasons for disapproval with proposals for changes/corrections. They will be provided by e-mail to the PM. No reaction means approval. The default time interval in which reaction can be expected is 7 days. In case of disagreement, the PM, the WPL and the representative of the intervening PCC member try to find consensus. Serious disagreement, which cannot be solved by the procedure above, will require a PCC meeting.

Similar procedures apply to the approval of the Project Handbook, etc. The default reaction time is 15 days, no reaction means approval. The PCC will make use of the PMT as information channel and discussion forum, which at least takes informal decisions on the approval of these documents. 

For technical deliverables, a peer review will be mandatory. The members of review team will be recruited on an case by case basis, depending on the required expertise or representation. The PM takes care that the reviews will be conducted. If recruitment on a voluntary basis fails, he is entitled to appoint project members for a review team.

2.6 Central Archiving and Information Distribution

All relevant papers (documents, minutes, action lists, etc) of the project are stored in the project Central Archive. The archive accepts only commonly used WWW document formats including PDF, HTML and Microsoft Office (Word, Powerpoint, Excel, Project)  formats. 

The logical structure of the archive follows the project structure and goes down to task level.

The archive is made available by deploying a project web server. The accepted project deliverables have to be put in the project specific part of the archive. To allow (web) search engine to access the contents of documents, each document placed on the web server shall be accompanied by its HTML or plain text version, which will be stored in the same directory as the original document.

The information stored in the Central Archive is accessible for all Partners.

2.6.1 Centrally Registered Documents 

The term “Centrally Registered Document” stands for all documents, which are archived in the project Central Archive. These include:
· all deliverables;

· all “internal deliverables” as, e.g.,

· meeting minutes from PCC, PMT and WP meetings;

· internal progress reports, work plans;


· agreed by PM, TC  -or the respective WPL.

· all other major documents and reports as:

· requested by ITEA (e.g. FPP, technical reports, change requests);

· suggested and approved by WPLs; 

· requested by PCC members;

· requested by PMT members;

· publications, trip reports, technical reports.

2.6.2 File naming conventions

All files stored on the project archive or website should adhere to the following naming conven-tions: 


pas_<WP>_<NAME>_<DATE >_<PARTNER>_<VERSION>.<EXT>

where:

<WP> 

Workpackage or management identifier, e.g. ‘wp1’, ‘wp2’, ’pmt’, ‘pcc’

<NAME>
Description of the document

<DATE>

Date (ddmmmyyyy)

<PARTNER>
Name or acronym of the issuing Partner

<VERSION>
Version identifier (optional), e.g. ‘v11’, ‘v32’

<EXT>

File name extension.

Use only lowercase characters and separate the words with underscores (‘_’). Don’t use spaces (‘ ‘). For Example:

pas_wp3_deliverable1_04mar2005_artemis.pdf

pas_wp2_minutes_30jun2005_pdsl_v20.doc

.

2.6.3 Meeting minutes and invitations 

The following rules apply for meeting minutes:
For every official project meeting, minutes shall be drawn. PMT meeting minutes are drawn by PMT members differ​ent to the PM and TC. WP meeting minutes are drawn by meeting participants different to the corresponding WPL. By default, minutes shall be drawn by a representative of the hosting Partner. According to the PCA, Article 3.3, the meeting minutes of the PCC will be drawn by the Co-ordinators representative. 

The draft meeting minutes shall be sent to the chairperson of the meeting, i.e., to the Project Manager in the PMT case, to the PCC chairperson in the PCC case, etc, for review and for consolidation purposes. Within 10 days after the meeting, the reviewed version of the minutes will be distributed to the meeting participants. PCC minutes will also be distributed to the PR of the Non-managing Partners. They shall be considered as accepted, if within 10 days from receipt none of the recipients has objected in writing to the chairperson. Minutes will be published on the project web server within 30 days after the meeting and have to be formally approved at the next meeting. 

The minutes contain at least: 

· DECISIONS taken at the meeting;

· the ACTION LIST;

· a list of NEXT EVENTS;

· a complete DISTRIBUTION LIST;


· the AGENDA of the meeting;

· the ATTENDANCE list of the meeting.

A document template is available on the project website.

All meetings shall be called by the chairman with at least seven days prior notice with an agenda, as stated in the PCA, Article 3.3 for PCC meetings. To allow timely preparations, the general rule will be to fix the meeting date 4 weeks in prior and the agenda and location 2 weeks in prior. 

2.6.3.1 Conference and Trip Reports

Each project member visiting in the context of the project a conference or workshop (or similar events) needs to provide an approx. half page trip report providing at least the following information:

· if a paper is presented or a demo given: short summary, info where presented, names and addresses of authors, WWW reference, potential feedback gained, etc.;

· info on the event itself: when, where, what, number & profile of the attendees, relevance for the project, etc.

2.7 Project Calendar

A Project Calendar containing all relevant events of project meetings, reviews, reporting deadlines and major deadlines (e.g., availability of deliverables) has to be maintained by the PM. 

The project calendar is made available on the project website. The PM sends update notices, which include new events to the consortium to an appropriate mailing list 

2.8 Publication

Publication means: any information or result disseminated to third parties including:

· Papers at conferences or seminars;

· Manuscripts & abstracts for magazines, professional journals and proceedings as far as they are not under NDA with the reviewing committee;

· Web pages accessible outside the consortium;

· Press releases;

· Presentations and demonstrations to visitors other than the consortium members;

· Information and results shared during workshops that are open to third parties.

The following actions are not seen as publication:

· Written deliverables to the ITEA board or the Public Authorities;

· Review reports to the review committee;

· Status reports to the ITEA board or the Public Authorities;

· Information and documents posted on the internal part of the project website;

· Information and results shared during project meetings or workshops;

· Documents communicated by a Partner to a standardisation body provided that:

1. such documents result from a work planned and done in the frame of the Mobilizing the Internet project (e.g. in a WP, Task or dedicated taskforce) and
2. a decision has been made in the PMT, after or possibly even before such documents were actually produced, to communicate such documents, once available, in such a standardisation body.

2.8.1 Policy

Based on the dissemination paragraph of the FPP, the following publication policy and rules are lead down:

· The consortium will actively share knowledge and experiences among all Partners in the project, by organising internal workshops, using an internal website, and using email reflectors for broad sharing of and involvement in ideas generation, draft reports and background information.

· The consortium will actively participate in most Passepartout relevant standardisation bodies and related working groups in order to influence the creation of novel standards.

· The consortium will actively submit papers to European conferences.
· The consortium will actively submit manuscripts to the magazines and professional journals.
· The consortium will also organise workshops open to third parties to share and transfer knowledge & results.

· The consortium will maintain a web site with results and publications that is open to the public.

The implementation of the publication policy will be described in a separate publication plan.

All Partners will actively contribute to the publication policy as stated above, both at own initiative and upon request of other Partners, WPLs and PM. All publications involved in this policy will be published on the project web site.

2.8.2 Permission for Publication

This process is established in order to provide co-ordination, consistency and quality of publications for the benefit of the project’s reputation and, to give visibility within the project to any public relation activities of the Partners. 

The procedure shall be as follows: 
1. Publications, which only reveal own Background Information of the Partner who wishes to publish, are not subject to approval of the other Partners. In case the project is mentioned a complementary copy shall be sent to the other Partners for information purposes only. The project shall be mentioned as the “ITEA Passepartout” project.

In case the name of (an) other Partner(s) will be mentioned in the publication, written permission shall be asked from that particular Partner(s) . 

2.
If a Partner wishes to publish Foreground Information the approval of the PMT has to be requested. This request shall be made by fax, e-mail or post conform the form at the Passepartout website.


a.
In case the Partner wishes to publish Foreground Information generated by himself, the other Partners shall not unreasonably withhold the approval for publication. If a Partner withholds approval, he will explain the reasons to the Partner wishing to publish so that the intended publication can either be adapted or be delayed for a reasonable period in mutual consent. Discussions will be held in mutual understanding of all parties involved to balance the protection of economic value and the aim to disseminate knowledge gained in the project.


b.
In case the Partner wishes to publish Foreground Information which is origina​ted by other Partners or which is originated together, those other Partners have the right to withhold the publication.

3.
After receipt of the Partner's request for approval of the publication, the PMT members have 15 days to return their comments. When no comment in writing arrives at the requesting Partner within this interval, it is assumed that the PMT members agree with the publication.

4.
Immediately after the publication the publishing Partner shall submit a copy of the final publication to the Central Archive (and will be made available on the project web site) and he shall inform all Partners.

2.9 Communication within and outside the project

2.9.1 General

All official communication and liaison contacts for the project with the ITEA office will be provided through the PM. 

2.9.2 E-mail

Technically the communication is supported by specific mailing lists: 


al_passepartout_all@natlab.research.philips.com

: All project members 


al_passepartout_pcc@natlab.research.philips.com

: All PCC members


al_passepartout_pmt@natlab.research.philips.com

: All permanent PMT members


al_passepartout_wpl@natlab.research.philips.com

: All WPLs and TC


al_passepartout_pr@natlab.research.philips.com

: All PRs


al_passepartout_nonpmt@natlab.research.philips.com
: All PRs not permanently in  

  the PMT


al_passepartout_nmpr@natlab.research.philips.com
: All Non-managing PRs 


al_passepartout_office@natlab.research.philips.com    
: Project support office 



al_passepartout_cc@natlab.research.philips.com

: All CCs

In addition, for each work package a mailing list has been defined.


al_passepartout_wp1@natlab.research.philips.com
: All Workpackage 1 team members


al_passepartout_wp2@natlab.research.philips.com
: All Workpackage 2 team members


al_passepartout_wp3@natlab.research.philips.com
: All Workpackage 3 team members

al_passepartout_wp4@natlab.research.philips.com
: All Workpackage 4 team members
Changes or additions can be requested by sending an email to the project support office.

To prevent an avalanche of unsolicited messages, senders shall carefully target their messages to the narrowest audience as reasonably possible.

2.9.3 Web server

The project web server is located at http://www.extra.research.philips.com/euprojects/passepartout/ on the World Wide Web. There will be a public accessible part as well as project internal part, which is protected through passwords. There will be a single userid / password per Partner. The password can be obtained by sending an email request to the project support office or the PR. Only the PR is allowed to request a change of the Partner’s userid / password from the project support office. 

2.9.4 Electronic discussions
If possible, a tool supporting electronic discussions will be installed on the project Web server. Several dis​cussion groups will be made available and new ones can be added on request. 

Structure of discussions and administration of discussions.

· In replying to an article one should consider whether the reply is really related to the corresponding article or might be a discussion on its own.

· The tool does have some facilities to reorganise the structure. It might be practical that the owner of a discussion group takes action if reorganisation is useful and/or necessary.

To request access to this server or to create new discussion groups one needs to get an user-name and a password by sending an e-mail to the web master. 

Annex: Project Management Positions

A.1 Project Co-ordination Committee (PCC)

	Project Co-ordination Committee (PCC)

	Partner
	Name
	Phone
	Fax
	E-mail

	Philips PDSL
	Keith Baker
	+31 40 2733147
	~33335
	keith.baker@philips.com

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Philips Research
	Hans Driessen
	+31 40 27 44 235
	~47977
	h.driessen@philips.com

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Chairman listed in bold

A.2 Project Management Team (PMT)

	Project Management Team (PMT)

	Partner
	Name
	Phone
	Fax
	E-mail

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Philips Research
	Hans Driessen
	+31 40 27 44 235
	~47977
	h.driessen@philips.com

	
	
	
	
	

	Philips PDSL
	Keith Baker
	+31 40 2733147
	~33335
	keith.baker@philips.com

	
	
	
	
	

	
	
	
	
	


Chairman listed in bold

A.3 Project Manager (PM)
	Project Manager (PM)

	Partner
	Name
	Phone
	Fax
	E-mail

	Philips PDSL
	Keith Baker
	+31 40 2733147
	~33335
	keith.baker@philips.com


A.4 Project support office 
	Project  Office

	Partner
	Name
	Phone
	Fax
	E-mail

	Philips Research
	Hans Driessen
	+31 40 27 44 235
	~47977
	h.driessen@philips.com

	
	
	
	
	


A.5 Technical Co-ordinator (TC)

	Technical Co-ordinator (TC)

	Partner
	Name
	Phone
	Fax
	E-mail

	
	
	
	
	


A.6 Work package 1 leader (WPL) 

	Work Package 1 Leader (WPL)

	Partner
	Name
	Phone
	Fax
	E-mail

	Thomson R&D
	David Sahuc
	+33-2 99 27 37 53
	~73015
	david.sahuc@thomson.net


A.7 Work package 2 leader (WPL)
	Work Package 2 Leader (WPL)

	Partner
	Name
	Phone
	Fax
	E-mail

	INT Artemis
	Françoise Preteux
	+33 01 60 76 46 57
	~6 43 81
	Francoise.Preteux@int-evry.fr


A.8 Work package 3 leader (WPL)
	Work Package 3 Leader (WPL)

	Partner
	Name
	Phone
	Fax
	E-mail

	Philips PDSL
	Rop Pulles
	+31 40 27 35 297
	~36818
	Rop.pulles@philips.com


A.9 Work package 4 leader (WPL)
	Work Package 4 Leader (WPL)

	Partner
	Name
	Phone
	Fax
	E-mail

	Philips PDSL
	Rop Pulles
	+31 40 27 35 297
	~36818
	Rop.pulles@philips.com


A.10 Work package 5 leader (WPL)
	Work Package 5 Leader (WPL)

	Partner
	Name
	Phone
	Fax
	E-mail

	Philips PDSL
	Keith Baker
	+31 40 2733147
	~33335
	keith.baker@philips.com


A.11 Partner Representatives (PR)
	Partner Representatives (PR)

	Partner
	Name
	Phone
	Fax
	E-mail

	Belgium

	
	
	
	
	

	France

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Finland

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	

	     
	
	
	
	

	Netherlands

	Philips PDSL
	
	
	
	

	Spain

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	


A.12 Country Co-ordinators (CC)

	Country Co-ordinators (CC)

	Partner
	Name
	Phone
	Fax
	E-mail

	Belgium

	
	
	
	
	

	France

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	Netherlands

	
	
	
	
	

	Spain
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