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EXECUTIVE SUMMARY

The SURIMI Project Manual (D5.1) serves as a comprehensive guide for all consortium
partners, detailing essential procedures, rules, and materials necessary for successful
execution. It includes specifications and deadlines for deliverables, schedules for project-
related events, and an overall timeline with key milestones. Additionally, it provides guidelines
for secure storage and document exchange, and standards for internal and external
communication to ensure clarity and consistency.

To comply with GDPR and protect confidential project data, the public version of this report
has specific sections redacted.
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INTRODUCTION

This manual will detail clear and accessible guidelines to ensure good collaboration processes
within SURIMI. As a living document, the manual will be continually updated to reflect new
developments as the project progresses, ensuring that all consortium partners have access to
the most up-to-date information.

GENERAL PROJECT INFORMATION

Acronym SURIMI
Grant Agreement no. 101157456
Type of Action HORIZON Research and Innovation Actions
Call HORIZON-MISS-2023-OCEAN-01
Topic HORIZON-MISS-2023-OCEAN-01-08
Granting authority European Climate, Infrastructure and Environment Executive
Agency
Project start date 1 May 2024
Duration 36 months (30 April 2027)
Coordinator NORCE Norwegian Research Centre

1 NORCE NORCE NORWEGIAN RESEARCH CENTRE AS

2 Ell ECOPATH INTERNATIONAL INITIATIVE ASOCIACION ES
3 EMB EUROPEAN MARINE BOARD IVZW BE
4 AUTH ARISTOTELIO PANEPISTIMIO THESSALONIKIS EL
5 CNR CONSIGLIO NAZIONALE DELLE RICERCHE IT
6 KONNECTA KONNECTA SYSTEMS IKE EL
7 ERINN ERINN INNOVATION LIMITED IE
8 UOXF THE CHANCELLOR, MASTERS AND SCHOLARS OF UK

THE UNIVERSITY OF OXFORD

LEGAL DOCUMENTS FOR PROJECT IMPLEMENTATION

The Grant Agreement (GA) is the contract between the European Commission and the
consortium. It outlines the project objectives, budget, reporting requirements, and the rights
and obligations of all parties, including intellectual property rights.

The Consortium Agreement (CA) is an internal contract among consortium members. It
covers the governance structure, financial provisions, intellectual property management,

liability, confidentiality, and conflict resolution. The CA ensures smooth collaboration and

aligns with the GA.
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To understand the GA and CA, refer to the Annotated Model Grant Agreement (AGA) for
detailed guidance. Additionally, the Horizon Europe Online Manual provides step-by-step
instructions on managing Horizon Europe projects.

All partners are obliged to read and understand the GA and CA and to ensure compliance
with the GA and CA regulations.

SURIMI MANAGEMENT STRUCTURE AND PROCEDURES

MANAGEMENT STRUCTURES

PROJECT MANAGEMENT OFFICE (PMO)

The Project Management Office (PMO) at NORCE is the coordinating team responsible for
overseeing the project's execution and ensuring its success. It is comprised of the Scientific
Coordinator, Patrycja Antosz, who leads the scientific and technical aspects, coordinates
tasks, ensuring the project's research objectives are met; the Project Manager, Catherine
Lourdes (Kate) Dy, who handles day-to-day operations, supports the consortium with legal
compliance with EU regulations, and facilitates communication within the consortium; and the
Financial Controller, Marius Berger, who oversees the consortium budget and ensures
financial compliance. Together, the PMO ensure the project is high impact, on track, and within
budget.

The PMO may be reached via PMO-SURIMI@norceresearch.no

MANAGEMENT COMMITTEE (MC)

Management Committee (MC) - meeting every 3 months - is the forum where administrative,
financial and general coordination matters will be assessed (pg. 81, GA; pg.12-13 CA).

SCIENTIFIC COMMITTEE (SC)

The main scientific and technical decisions of the project will be taken by the Scientific
Committee (SC), formed by representatives of each WP. These decisions will be implemented
through regular meetings and correspondence among the consortium (pg. 81, GA; pg.12-13
CA).

EXPERT ADVISORY BOARD (EAB)

An Expert Advisory Board (EAB) will be established as a specialized group tasked validating
key results within SURIMI (pg. 104, GA; pg. 20, CA).

INTEROPERABILITY EXPERT PANEL (IEP)

A core group of stakeholders will be selected to influence tactical decisions on a regular basis.
This ongoing feedback loop ensures that their perspectives are well integrated into the
project's development. This Interoperability Expert Panel (IEP) will act as a dedicated toolbox
advisory committee providing comprehensive guidance for the model and tool development in
the period between the co-creation and co-assessment workshops. (pg. 77 and 108-109, GA;
pg. 21 CA)


https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/aga_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/reference-documents
mailto:PMO-SURIMI@norceresearch.no
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COMMUNICATION WITHIN AND OUTSIDE OF THE SURIMI CONSORTIUM

A consortium directory has been created to manage participant information. Any updates to
this directory should be routed through the PMO to ensure proper access management. This
includes providing new colleagues with access to shared folders and removing access for
those who leave the project.

FILE SHARING

A dedicated file-sharing area has been created on Teams. To maintain data security, no
consortium confidential files should be shared on other platforms.

All information circulated must be treated as consortium confidential unless stated
otherwise.

INTERNAL COMMUNICATION BY E-MAIL

A large part of project communication is expected to take place via e-mails. To facilitate
searchable e-mail archives, it is recommended to use the project acronym in subject heading
followed by any other business, e.g.:

[SURIMI] WP5 meeting September 2024

The consortium directory specifies who is involved in each work package.

EXTERNAL COMMUNICATION

The SURIMI Plan for Dissemination and Exploitation, including Communication Activities
(PDEC) outlines the EC rights and obligations of the consortium to exploitation, dissemination
and communication of project results. It adopts EC best practice guidelines and defines the
objectives of SURIMI’'s communication, dissemination and exploitation. The PDEC (D1.1) will
be finalised by M6 and will be available here for all partners to refer to: Link to PDEC

To support partners in the communication, dissemination and exploitation of results, a portfolio
of resources has been developed under WP1. This portfolio will be updated regularly, and
additional resources made available as required. SURIMI will make use of the latest tools and
communication channels to ensure cost effectiveness and maximum impact. Main resources
will be developed over the coming months and will be available here: Link to resources folder

COMPULSORY ACKNOWLEDGEMENT

Projects receiving funding from the EU are required to acknowledge it by using the following
procedure (see Article 17 in GA). Official guideline for the emblem use for Horizon Europe can
be found here at the Download centre for visual elements.

1. Display the EU emblem (when displayed together with another logo, the EU emblem
must have appropriate prominence):


https://norce.sharepoint.com/:f:/r/sites/P_107077_SURIMI/Delte%20dokumenter/WP1/PDEC?csf=1&web=1&e=2pJYAs
https://ec.europa.eu/regional_policy/en/information/logos_downloadcenter/
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Funded by
the European Union

2. Include the following text: Funded by the European Union under the Horizon Europe
Program, Grant Agreement No. 101157456 (SURIMI). Views and opinions expressed
are however those of the author(s) only and do not necessarily reflect those of the
European Union or the European Climate, Infrastructure and Environment Executive
Agency (CINEA). Neither the European Union nor the granting authority can be held
responsible for them.

According to Article 17.3 in GA the following disclaimer must be used: “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 CINEA. Neither the European Union
nor the granting authority can be held responsible for them.”

3. Include the project logo.

SURIMI logo is currently (M2 of the project) under development. It will be added to this living
document and shared with partners once it is finalized.

4. Include the consortium logos in the order they appear in the GA and CA, where
relevant.

CALLS AND MEETINGS

Below is a description of different types of meeting planned in SURIMI.

Consortium calls: Consortium calls are open to all and aim to enhance transparency and
facilitate inter-WP collaboration within the project. These calls provide a platform for sharing
updates, addressing concerns, and fostering a unified approach to achieving project goals.
Consortium calls will take place every 2" month

Annual meetings: Consortium meetings are held yearly and will consist of one virtual day for
presentations and two in-person collaboration-focused days. At least one representative per
partner must attend.

MC meetings: MC meetings will be consolidated with the above calls and meetings and take
place quarterly. Only MC members are required to attend.

SC meetings: SC meetings will be consolidated with the above calls and/or meetings and
take place twice yearly. Only SC members are required to attend.
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WP and Task meetings: WPLs and TLs organize meetings in a frequency necessary for the project
implementation to follow the planned progression. The WPL or TL is responsible for the agenda and
minutes of meetings. It is recommended to have WP meetings monthly and that the PMO is invited to

the WP meetings.

Review meetings: it is likely that a review meeting will be scheduled with the EC and between one and

T SURIMI

four external reviewers during the reporting periods (M18 and M36).

Inclusivity and accessibility

As much as possible, calls will be scheduled within regular working hours of all members of

the consortium.

In-person meetings will take place between Tuesdays and Thursdays, no weekend travel will
be requested. All venues will be universally accessible.

Accessibility requirements will be met — translation, sign language interpretation, or similar.
Please let PMO SURIMI know via the event form.

Green Meetings

All SURIMI in-person meetings will be organized and implemented in such a way as to minimize
negative impacts on the environment, within the available budget.

Note: all meetings are default virtual, with the exception of the SURIMI annual meetings below.

CALL AND MEETINGS CALENDAR

Kick off meeting

Consortium Call #1

Annual Meeting 2024

Consortium Call #2

Consortium Call #3

Annual Meeting 2025

Consortium Call #4

Consortium Call #5 &
Mid-term Review
Meeting

Consortium Call #6

Annual Meeting 2026

Consortium Call #7

Consortium Call #8

Consortium Call #9

Zoom

Zoom

Bergen,
Norway

Zoom

Zoom

TBD

Zoom

Zoom

Zoom

TBD

Zoom

Zoom

Zoom

May 2024
July 2024

Sept 2024

Dec 2024
Mar 2025

May 2025
Sept 2025

Dec 2025*

Mar 2025

May 2026
Sep 2026
Dec 2026
Mar 2027

1 hr. Consortium call, 30 minutes MC
meeting

SC meeting as part of the agenda

1 hr. Consortium call, 30 minutes MC
meeting

MC & SC meeting as part of the agenda

1 hr. Consortium call, 30 minutes MC
meeting

MC & SC meeting as part of the agenda

1 hr. Consortium call, 30 minutes MC
meeting
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Annual Meeting 2027 Brus.sels, May 2027 Tentatively tied to SURIMI policy event
Belgium
Final Review Meeting TBD TBD

GENDER FORWARD ACTION

SURIMI acknowledges and champions the valuable contributions that gender perspectives
add to the project’s interdisciplinary approach. In line with our dedication to inclusivity, we
will design our consortium activities, stakeholder engagement initiatives, workshops, and
user community to represent diverse identities and experiences. Each WP leader is
responsible for defining how to best address diversity both in the research activities and in
day-to-day project work and highlighting how diversity was addressed in relevant
communication.

WORK BREAKDOWN STRUCTURE (WBS)

SURIMI's detailed Work Breakdown Structure is confidential, so this section has been
removed from the public deliverable.

For more information about our project and its various work packages, please visit surimi-
project.eu.

REPORTING

Within SURIMI, several types of reporting are required.

e Continuous reporting of deliverables and milestones
e Internal reporting: brief technical and financial reporting at M9 and M27

e Periodical reporting: comprehensive technical and financial reporting at M18 and M36

CONTINUOUS REPORTING

The continuous reporting follows the project progress through the submission of:

Deliverables,
Achievement of milestones,
List of publications,

Datasets, and

ok~ w N PR

Communication and dissemination tracking.

A complete list of milestones and deliverables in SURIMI are available in the grant agreement,
on EUs funding and tender portal and in Annexes 2 and 3 of this Project Management Plan.

CONTINUOUS REPORTING PROCESS FOR ALL PARTNERS:

e Send ERINN (pamela@erinn.eu) & NORCE (pmo-surimi@norceresearch.no) an emalil
for each SURIMI activity you carry out.

e All activities are welcome and should be reported by ALL PARTNERS, on an ongoing
basis. There are no activities "too small" or "unimportant".
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e In addition, ALL PARTNERS must add their material or entry in the Continuous
Reporting shared Excel document located in the SURIMI Teams/SharePoint at
Documents > General > 3. Reporting > Continuous Reporting.

e ERINN will use this shared Excel document to enter all Publications, Dissemination
and Communication activities of ALL PATRNERS into the Continuous Log of the EC
portal.

e CNR will oversee entering Datasets of ALL PARTNERS in the EC portal.

e ALL PARTNERS will oversee entering their own Standards and Intellectual Properties
(IP) (e.g., patent) in the EC portal.

QUALITY ASSURANCE PROCESS FOR DELIVERABLES

The deliverable lead designs and writes the deliverable report following the provided template
and ensures it matches the description in the GA. The deliverable then goes through a QA
process.

What should be done before QA?

Responsibility: Deliverable lead

e Text content finalized

e Tables of contents, figures, etc. added where appropriate

e All tables and figures added

e All tables and figures labelled

e All sources properly cited inline in the text

e All quotations and text reproduced verbatim fully attributed

o All references fully qualified in footnotes or a separate References section at the end
of the document

e A consistent citation style must be used (e.g. Harvard, APA, etc.)

¢ Allinline comments/annotations in the text should be resolved, but fine to leave sidebar
comments/notes for the QA reviewers

e Proper cross-referencing in the text, i.e., not just placeholders

e Pages numbered

e Spelling and grammar checked / proof-reading

e Appropriate and consistent voice used throughout the document

o Clearance required to use figures etc. reproduced in the deliverable

e Alllinks checked

e Full/adequate test coverage for code, where applicable

e Verification if all data and code components of the deliverable validate/compile/pass
tests, where applicable

What should be done during QA?

Initial Review (10 days before deadline)

The deliverable lead sends a link to the designated reviewer, who checks the deliverable for
content, consistency, and formatting.

e Confirm that the above points are met
e Flag any issues with typos, spelling (typically en-gb), grammar, either as individual
issues or classes of problems

11
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o Review narrative structure and flow of the document (if a written deliverable)
e Review deliverable scope/scale against DoA

Final Review and Submission (on the deadline)

The PMO does a final QA submits the deliverable.

NOTIFICATION OF MILESTONES

The beneficiaries in charge of a milestone fills out the milestone template and shares it with
the PMO at least one week prior to the deadline for submission. The PMO will update EU’s
funding and tender portal with achieved milestones.

INTERNAL PROGRESS REPORTS
Internal progress reports are due in M9 and M27.

At M9 a technical and financial report will be provided by each beneficiary, following internal
templates, for the purpose of close monitoring of technical progress and early support for any
financial questions. This will ensure a smoother periodic reporting process for RP1. The
technical report will be shared with the Project Officer, as requested.

At M27, only a technical report is planned. As before, the technical report will be shared with
the PO.

PERIODIC REPORTING

Periodic reports to the EC, to demonstrate progress and to release interim and final payments,
are due from the SURIMI consortium in M18 and M36.

These reports mirror the internal periodic technical and financial reports and shall be submitted
by the PMO within 60 days after the end of each reporting period.

Technical Reporting

Preparation Phase (Before Reporting Period)
o The PMO will remind the consortium of the reporting templates and deadlines,
which require submission within 60 days from the end of the reporting period.
Drafting Phase (First 30 Days)
o Each WP lead is responsible for reporting on their scientific and technical tasks.
o Initial drafts should be completed within the first 30 days.
o A draft report will be made available to the entire consortium at the start of the
reporting period to ensure transparency and allow for open comments.
Review and Revision Phase (Remaining 30 Days)
o The remaining 30 days are dedicated to revising and clarifying the reports.
o The PMO consolidates and streamlines all reports, incorporating feedback and
ensuring consistency.
Final Submission
o After revisions are complete, the PMO submits the consolidated report.

Throughout the process, transparency is maintained by allowing the entire consortium to view
and comment on the drafts.

12
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Financial Reporting

Financial reporting will mirror the technical reporting deadlines. Within the first 30 days, each
beneficiary should submit a draft financial report to the NORCE via the participant portal. The
remaining 30 days will be used for reviewing and revising the reports. NORCE will consolidate
and finalize the financial reports for submission, ensuring alignment with the technical reports.

Periodic reporting is a back-and-forth process. We anticipate that the report will be returned
with questions, requiring us to address them before resubmitting it to the EU. Due to this
iterative nature, the timeline cannot be guaranteed.

KEEPING RECORDS - SUPPORTING DOCUMENTATION

Be reminded that each beneficiary must, for a period of five years after the payment of the
balance, keep records and other supporting documentation in order to prove the proper
implementation of the action and the costs they declare as eligible (see Point 6 in Data Sheet;
GA Article 20) and make them available upon request (see GA Article 20) or in the context of
checks, reviews, audits or investigations (see ibid).

DISSEMINATION OF RESULTS AND OPEN ACCESS

Procedures of dissemination, exploitation, and communication activities will be described in
the upcoming Plan for Dissemination, Exploitation, and Communication (PDEC), Deliverable
D1.1. Acknowledgment of funding in dissemination and communication activities is
compulsory and described in GA Article 17. An extract is found in this document under Section
Error! Reference source not found..

OPEN ACCESS TO SCIENTIFIC PUBLICATIONS

Each participant must ensure open access (free of charge, online access for any user) to all
peer-reviewed scientific publications relating to its results, according to GA article 17. For full
details on obligations see D1.1 — PDEC

OBLIGATION TO DISSEMINATE RESULTS

To achieve the expected impact in an EU project all participants have an obligation to
disseminate results, as soon as feasible, in a publicly available format, subject to any
restrictions due to the protection of intellectual property, security rules, or legitimate interests.
Obligations to disseminate results are further outlined in GA Article 17.

To protect each other’s potential Intellectual Properties (IP) in all dissemination activities, each
beneficiary who intends to disseminate new results, most commonly in a scientific publication,
must give at least 15 days advance notice to the other beneficiaries, together with sufficient
information on the results they will disseminate. More information on the Prior Notice
procedure can be found in the GA Annex 5, Article 16 and will be included in the PDEC (D1.1).
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