[image: image2.jpg]Intelligent Energy | :: | Curope




[image: image3.jpg]Intelligent Energy | :: | Curope





[image: image1.jpg]Intelligent Energy | :: | Curope




PEPESEC PROJECT 

Contract No.  EIE-07-179-S12.466281

Deliverables 1.3 - Project Handbook 

( incorporating Deliverable 1.4 –Project Office Information)
Prepared by: Sarah Parker and Bonnie Campbell




Version:  1.0

Date: June 2008
[image: image2.jpg]Project Handbook

Prepared by:
Sarah Parker & Bonnie Campbell, MDDA

Contributors:
Last updated:


Version: 
Date: 11 June 08

Version Control

	Version
	Date
	Author
	Changes

	1.0
	11 June 08
	Sarah Parker
	

	1.1
	19 June
	Bonnie Campbell
	Financial, risk, change control, reporting

	
	20 September
	Bonnie Campbell
	Decision making process


Table of contents
3Background


3Project Vision and Objectives


4Project Structure


6Project and Work Package Plans


7Project Timescales


9Contact points


9Project Office:  Financial and Contract Management


11Project Planning Process


11Project Monitoring and Control


13Reporting Requirements


13Financial Reports and Guidelines


14Payments


14Financial Procedures


15Timesheets


15Audit Requirements


15Risks/Issues Management


15Change Control


16Reference Documents




Background

The Partnership Energy Planning as a tool for realising European Sustainable Energy Communities (PEPESEC) project is part funded by the Intelligent Energies Europe (IEE) Programme part of the EU's Competitiveness and Innovation Framework Programme (CIP).
Project Vision and Objectives

“PEPESEC supports the development of sustainable energy communities by increasing the role of local community planning in developing a more efficient supply, distribution and use of renewal energy sources (RES) and conventional energy, demand-side management and associated mobility.  

It will achieve this through improved energy planning methodologies which will be further developed by innovative techniques to facilitate the involvement of citizens, politicians, market actors and other stakeholders in more effective delivery of energy planning.

Results are improved impacts and outcomes in terms of the significant economic, social and environmental benefits of developing a low-carbon economy and shaping a sustainable energy community in the participating city-regions: Greater Manchester, Manchester and Oldham (two core municipalities in the Greater Manchester metropolitan city-region), Malmo and Murcia (both focusing on two local communities within the city-region), Genoa, Amaroussion (the largest municipality within the Athens metropolitan city-region), Thessaloniki, ISD and FEWE.”
Project Structure
	Partic N°
	Participant name
	Participant short name
	Country code
	Main Role in Consortium

	1 (CO)
	Manchester City Council
	MCC
	GB
	Project Management

	2
	Manchester Knowledge Capital
	KC
	GB
	Knowledge Exchange

	3
	Oldham MBC
	OMBC
	GB
	Project review

	4
	City of Malmö
	CM
	SE
	Action Planning

	5
	Skåne Energy Agency
	SEA
	SE
	Energy Planning

	6
	City of Genoa
	CG
	IT
	Action Planning

	7
	City of Murcia
	MUR
	ES
	Evaluation

	8
	Municipality of Amaroussion
	AMA
	GR
	Intelligent Systems

	9
	City of Thessaloniki
	CT
	GR
	Dissemination

	10
	Exallon Consultants
	EX
	GR
	Dissemination

	11
	ISD – Institute for Sustainable Development
	ISD
	PL
	Evaluation

	12
	FEWE – Polish Foundation for Energy Efficiency
	FEWE
	PL
	Energy Planning


Work Packages

	Work Package No.
	Work Package Name
	Work Package Leader
	Work Package Support

	1
	Overall Project Coordination
	Manchester City Council
	

	1.1
	Financial Project Management 
	Manchester City Council
	

	1.2
	Technical Project Management
	Oldham Metropolitan Borough Council
	Manchester Knowledge Capital

	2
	Knowledge Exchange
	Manchester Knowledge Capital
	Municipality of Genoa

Eurocities

	3
	Action Planning
	Municipality of Genoa
	MCC

Oldham

	4
	Planning for SEC
	City of Malmö
	Skåne Energy Agency

	5
	Intelligent Systems
	Manchester City Council
	Municipality of Amaroussion

	6
	Evaluation
	Murcia City Council
	Institute of Sustainable Development

	7
	Communications
	Municipality of Thessaloniki
	Manchester city Council

	8
	Common Dissemination Activities
	Manchester City Council
	


Project and Work Package Plans
Project and Work Package Plans are available on the Project Website.  Plans will be developed and updated by the responsible Work Package Leader.  Partners must ensure that they check plans for any changes  
Project Timescales
The project commencement date is 1st January 2008.  The project length is 30 months.  Completion is 1st June 2010.

	Project phase / Duration of the project (in months)
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Contact points 

Project Office:  Financial and Contract Management

Manchester City Council: Key Personnel

Project Management: 

Dave Carter:    d.carter@manchesterdda.com  +44 (0) 161 241 8204; 

Mob: +44 (0) 7717505066
Project Assistant/ Admin :  Andrew Cooke  a.cooke@manchesterdda.com  +44 (0) 161 241 8209

Financial Management: Connie Probert:  c.probert@manchesterdda.com +44 (0) 161 241 8216
Manchester City Council, Manchester Digital Development Agency 
Lower Ground Floor, 117-119 Portland Street. Manchester. M1 6ED, UK

Project Partners (Lead and Finance Contacts)

Manchester Knowledge Capital 

Simon Robinson: simon.robinson@manchesterknowledge.com + 44 (0) 161 237 4639
Finance Contact: Matthew Bowe: matthew.bowe@manchester-enterprises.co.uk 
+44 (0) 161 2374195
Oldham Metropolitan Borough Council

Adam Hackett: adam.hackett@oldham.gov.uk +44 (0) 161 911 3438

Finance Contact: John Hoskins: john.hoskins@oldham.gov.uk
+44 (0) 01617708893

City of Malmo

Dagmar Gormsen: dagmar.gormsen@malmo.se   +4640343553
Skane Energy Agency
Jon Andersson: jon.andersson@kfsk.se  +4646719954
Finance Contact: Dorthy Carlsson: dorthy.carlsson@kfsk.se
Municipality of Genoa
Vittoria Sivero: vsivero@comune.genova.it  +390105573237
Finace Contact: Giovanna Santi: gsanti@comune.genova.it +390105572513
Murcia City Council
Maria Cruz Ferreira Costa: direccion.agenciaenergia@ayto-murcia.es 

+34 654958590
Finance Contact: Rafael Garcia Mira:  admon.peuropeos@ayto-murcia.es 

Municipality of Amaroussion Development Company

Christiana Ameniakou: armeniakoca@maroussi.gr  +302108760339
Finance Contact: Georgious Dimopoulos:  european@maroussi.gr  
Municipality of Thessaloniki

Athanasios Papageorgiou:  mayorsal@otenet.gr +302310257624
Finance Contact: Maria Zourna: pol@archthes.ondsl.gr 

Exallon Consultants

Konstantinos Marinidis: konstantinos@exallon.com +302310523599

Institute of Sustainable Development

Aleksandra Arcipowska: arcipowska@gmail.com +48228510402
Polish Foundation for Energy Effciency
Szymon Liszka: s.liszka@fewe.pl +48322035120
Daniel Wolny (Katowice) : Daniel-wolny@wp.pl 

Finance Contact: Grazyna Michalik g.michalik@fewe.pl +48322035114
Eurocities

Jorgina Cuixart Cardus: jorgina.cuixart@eurocities.eu +3225520878
Project Planning Process
The overall project plan is the responsibility of the project co-ordinator ( MCC), and will be updated as required based on information received from work package leaders and decisions taken at project management meetings.

Workpackage Plans – Development and updating of the WP plans are the responsibility of individual workpackage leaders.  Latest version of the WP plan will be uploaded to the  partner area of the Pepesec website. 

Project Meetings
	Meeting
	Date
	
	

	Manchester PEPESEC Launch
	25.01.08
	
	

	Malmo Study Visit
	09.04.08- 11.04.08
	
	

	Greater Manchester Study Visit
	25.06.08- 26.06.08
	
	

	Genoa Study Visit
	?
	
	

	Murcia Study Visit
	16.10.08 – 17.10.08
	
	

	Amaroussion/ Thessaloniki Study Visit
	?
	
	

	Polish Study Visit
	?
	
	

	Conclusion and Dissemination
	?
	
	

	Project Meetings x 3
	Included as part of study visits
	
	


Project Monitoring and Control 

Project Governance Structure

The project is led by MDDA ( Manchester City Council) supported by Manchester Knowledge Capital and Oldham.   These partners in WP1 will meet monthly to co-ordinate progress on the project.  Agendas and minutes of the meetings will be posted in the members area of the project website.
Decision Making Process

Any issues/problems or change requests should be raised with the project co-ordinator through the following processes:
Issues/ Risks

1. Any issues/ risks should be sent to the project office contact in writing, preferably using the Issues/ Risks Proforma. ( see appendix  x ).

2. If the issue is reported at least 3 days before the next WP1 coordination meeting, it will be discussed at the meeting and a formal reply sent to partner/s within 7 days. 
3. If the risk is urgent and cannot wait until the next WP1 meeting, the project manager will make an interim decision in consultation with MKC or Oldham if possible, and a formal decision will be taken at the next meeting.

Formal Change Request 
1. Any change requests which might require a formal change to the project plan, deliverables or budgets should be raised first with the appropriate work package leader.   

2. If it is determined that a change is necessary, the request should be recorded on the Change Request Proforma and sent to the project management office.
3. If the Change request is reported at least 3 days before the next WP1 coordination meeting, it will be discussed at the meeting and a formal reply sent to partner/s within 7 days. 

4. If the Change requires approval from the Commission, this will be sought as soon as appropriate.

Reporting Requirements

Reporting requirements to the Commission are detailed in article 1.6 of the Grant Agreement.  MDDA are responsible for coordinating the technical reports and partcipants will contribute via work package leaders.
Templates for all reports can be found at: 

http://ec.europa.eu/energy/intelligent/implementation/reporting_en.htm
as well as the Pepesec website

Schedule for Technical Reports

	Report
	Period Covered
	Due

	Technical Report
	Jan 1, 2008 – Sept 30, 2008
	October 30, 2008

	Interim Technical Report
	Jan1, 2008 – June 30 2009
	July 29, 2009

	Final Technical Report
	Jan 1, 2008 – June 30 2010
	August 28, 2010


In addition the project will produce regular management update reports, study visit reports and other reports required by the Commission as detailed in the List of deliverables
(Section 6.3.1 in Description of the Action. )
Financial Reports and Guidelines
A full copy of the “Guide to Financial Issues relating to FP7 Indirect Actions” is located at:
http://ec.europa.eu/energy/intelligent/negotiation/doc/call2006_financial_guidelines.pdf
All partners must ensure that the appropriate individuals in their organizations are familiar with the financial guidelines, and that any queries they have are raised with MCC as soon as possible.
Main Schedule of financial reports:
	Report
	Period Covered 
	Due

	Interim Financial statement
	Jan 1 2008 – June 30 2009
	July 29, 2009

	Final Financial Statement
	Jan 1, 2008 – June 30 2010
	August 28, 2010


Templates for all cost statements, budget transfer and other financial forms can be found at: http://ec.europa.eu/energy/intelligent/implementation/financial_en.htm
and will also be available in partners area of the Pepesec website.
Payments

The payment schedule is detailed in the Grant Agreement, article 1.5.   Payments will be made to the coordinator Manchester City Council ( MCC ) who will then distribute payments to participants.  Payments are received and paid in Euros and will be paid directly to bank accounts.  It is the responsibility of participants to provide correct bank account details to MCC, and must update their details on the bank account proforma          ( annex 1 ) if they change before the final payments are distributed.   Failure to do this could result in payments being misdirected, and the participant will be expected to cover any additional bank charges.  

	Payment
	Amount
	Paid to coordinator

	First Prefinancing
	30% of grant
	45 days from receipt of mandates and grant agreement

	Second Prefinancing
	Up to further 40% ( depends on spend to date )
	45 days from approval of interim technical report and interim financial statement

	Final Payment
	Remaining balance of grant
	45 days from approval of final technical report and financial statements


Financial Procedures 
Participants should follow the regulations set out by both the European Commission and the participants own financial regulations for all financial procedures, including the procurement of any goods and services.  Financial guidelines for this project are available at   http://ec.europa.eu/energy/intelligent/negotiation/doc/call2006_financial_guidelines.pdf
Definition of eligible costs can be found in the Grant Agreement , Part B, Article II.14.  

Participants must retain originals of all evidence supporting expenditure for a period of 5 years following the date of payment of the balance of the EC contribution for audit purposes, 
In preparing financial statements for claims, participants must provide copy invoices for the 3 largest items submitted under the following categories:
1. Subcontracting

2. Durable Equipment

3. Other specific costs

No supporting documentation has to be submitted with the claim for other categories of expenditure, but may be requested in the future so must be retained. 
Timesheets
Participants must maintain timesheets to justify personnel costs which may be requested but do not have to be submitted with the financial statements.  A template for timesheet is available in the partners area of the Pepsec website.
Match funding

Evidence to support match funding is exactly the same as that required to support EU contribution.  That means you will have to retain invoices etc. of any match expenditure and any staff member whose salary is being counted as match will also have to fill in timesheets.  The match funding can not be provided from another European funded project.
Audit Requirements

External financial audits are only required by those participants receiving an EU Contribution higher that €150,000.  This does not apply to any Pepesec participants, however the Commission could undertake an audit of any project in the future
Risks/Issues Management 
 A procedure will need to be followed to manage issues/risks arising during the project and any subsequent changes which have to be implemented. 
 It is the responsibility of all participants to raise any issues/risks relating to their own work program or participation in the project with the appropriate work package leader or the project coordinator.  Similarly the Work Package leader should raise any issue or risk that may arise as a result of the performance of any participants in his/her work package.  Any foreseen or unforeseen action or event that could have a negative impact or significant change on the project should be reported using the issues/ risk form ( see annex 2 ).  This will be logged and managed by the coordinator.  Depending on the resolution, this may result in a change to the project. 
Change Control 
Any proposed changes to the project should be logged using the Change Request Form ( see annex 3 ).  The change may be the result of a risk/issues previously raised, or for some other reason.  If the change is agreed, it may lead to changes in the project plan, or where necessary reported to the Commission using the appropriate process.

Reference Documents

Grant Agreement and Annexes


Annex I, Description of Action


Annex II, Estimated budget of the Action


Annex III, Reporting and Financial Statements

Consortium Agreement

 Annex I
PEPESEC Project
Bank Account Information 

	Partner Name


	

	Country


	

	Name of Bank


	

	Address of Bank


	

	Full Name of Bank Account 


	

	Full Account number Details


	

	IBAN code 


	

	BIC ( if applicable)


	

	Swift Code 


	

	Reference for payment


	

	Name of Finance Contact person 


	

	Email address of Finance contact person
	


Annex 2 
ISSUES/ RISK FORM

	New or Update
	

	Issue Number 
	 <<LEAVE BLANK, MCC TO COMPLETE>>

	Status
	Open & Assigned; 

Open & Unassigned; 

Closed; 

Deferred; 

	Date Submitted
	 

	Originator
	

	 WP(s) Impacted
	

	Description

	 

 



	Assigned Owner
	 

	 Priority 
	High

Medium

Low 

	Resolution Due Date
	 

	Resolution Description

	 

 

	Resolution Date
	

	Approved/ Closed
	 

	Date
	 


Annex 3

Change Request Form

	Change No.
	

	Work Package Requesting Change
	

	Date of Change Request
	

	Nature of Change Request
	

	
	

	Estimated Impact

	

	Options

	

	Resources Required

	

	Cost

	

	Risk or Issue already Raised
	Y/N

	Risk/ Issue Logged
	ENTER NUMBER


	To be completed by WP leader:

	Name
	
	Signed
	
	Date
	

	Name
	
	Signed
	
	Date
	

	To be completed by project coordinator if required:

	Name
	
	Signed
	
	Date
	

	Name
	
	Signed
	
	Date
	


Signing this change request indicates that you confirm this change was initiated as a result of a request by a Pepesec Team Member and understand that it may be subject to additional costs as appropriate.
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