Deliverable public summary: D8.2                                                         [image: image1.png]~

A

~

~

CREATIF

\J

\_/

\/




 


Deliverable D8.2 public summary: Project Handbook and Quality Control Procedures
Project acronym: CREATIF

Project full title: Digital creative tools for digital printing of smart fabrics

Project website: http://www.creatif.ecs.soton.ac.uk/
SEVENTH FRAMEWORK PROGRAMME

FP7-ICT-2013-10: Objective ICT-2013.8.1 Technologies and scientific foundations in the field of creativity
Public summary

This deliverable describes the procedures for project execution and quality management within the CREATIF project. The following sections are detailed: contacts, management structure and procedures, deliverable documents and cost statements procedure, intellectual property procedures, publications procedures and communication information. The plan is to apply the relevant sections of ISO 9001:2000 to the project to ensure that the partners involved meet their specific requirements in order to provide a successful outcome. Other relevant documents are the:

· Description of Work (DOW)

· European Union (EU) Contract

· Consortium Agreement (CA)
The following procedure will be used for deliverables: 
1: The coordinator will produce a deliverable template in word format detailing the deliverable structure, content, partner roles and suggested content. This will be sent to the relevant workpackage leader. This deliverable template production task may be undertaken by the relevant workpackage leader at the request of the coordinator.

2: Document tracking will be noted on the first page of the deliverable. An example is given in appendix 1.

3: Following production of the template, the workpackage leader will request contributions to the deliverable from the relevant task leaders.

4: A final version of the deliverable will be produced by the Workpackage leader, checked and sent to the coordinator in word format.

5: The coordinator will check the English and final content of the deliverable.

6: The coordinator will send the final version of the deliverable to the consortium and EU appended as ‘final issue 1’ along with the deliverable submission sheet.

7: A public summary of the deliverable will be produced by the coordinator and circulated via the management team email for checking by the consortium in line with the disclosures procedure. This is not required if the deliverable is already public in which case the entire deliverable will be uploaded.

8: Following comment by the consortium, the public summary of the deliverable will be uploaded to the public section of the website by the coordinator.

The following timetable will be used for disclosures:

	Action
	Timescale before disclosure

	Notification of intention to submit
	15 working days or as long as possible

	Circulation of draft disclosure
	12 working days

	Receipt of comments
	6 working days

	Circulation of final disclosure
	4 working days


Table 1: Timescales for disclosures

The project web site will contain the following:

Public section
· Homepage: Project title, acronym, funding scheme, start/end date, project logo, coordinator contact details. 

· Project summary from proposal.

· List of partner institutions, partner logos.
· Project publications and public deliverable content.
· Forthcoming conferences, exhibitions and relevant public meetings.
The following format will be used for deliveries and reports:

A form will be included in all deliveries of samples and a copy which can be electronic, kept by the sender. An electronic copy of the form should be sent to the recipient, copied to the coordinator and workpackage leader. The form is available on the project web site for download.
The file format for documents will be Microsoft WORD:

Font: Times New Roman font point 12.
Language: UK English. 

References: Should be input as footnotes at the end of the document and cross referenced as needed in the text providing for automatic updating.
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