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1. Executive summary 

This document is the Project Management Handbook prepared under the MISSION project. The 
intended audience of the handbook is each individual partner of the project consortium. 

The purpose of this document is to provide the MISSION consortium with an overview of the most 
important project procedures (internal communication, project monitoring, reporting, financial 
management, external communication, etc.) of the project in order to ensure efficient project execution, 
as well as high quality project results.  

In order to fulfil its function as a quick reference to frequently asked questions and problems, this 
document will be updated and changed according to the evolvement of procedures and progress during 
the lifetime of the project. The feedback of all partners to improve this handbook is appreciated by the 
Project Coordinator (PC) – Julia Pahl (SDU), email julp@iti.sdu.dk -  and by the Project Manager (PM) - 
Helle Lyngborg (SDU), email hely@sdu.dk. 

It must be noticed that the handbook does not express the opinion of the European Commission and 
does not in any case replace the European Commission documentation. This handbook will express only 
the author’s views. 

 

mailto:julp@iti.sdu.dk
mailto:hely@sdu.dk
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2. Introduction 

This handbook provides all the information which is needed to facilitate the management of the project, 
the monitoring of the overall progress and the communication between project partners and the 
Commission. 

This document is intended to be a living document that will be updated according to needs during the life 
of the Project. 

2.1. Legal aspects 

The general indications for the project deployment have been defined in the EC Grant Agreement (EC-
GA), the Description of Action (DoA) and the Consortium Agreement (CA). The Project Management 
Handbook does not replace any of these established agreements, nor does it replace any of the EC 
guidelines for project management, implementation, reporting and IPR. Therefore, partners are advised 
to read carefully and follow all H2020 documentation and conform to the “Annotated Model Grant 
Agreement”. 

Where there are any inconsistencies between these documents, the following order of precedence 
should be applied: 

1. European Commission Grant Agreement (EC-GA) including Annex II (DoA) 

2. Commission rules, e.g. as contained in Guidance Notes 

3. Consortium Agreement (CA) 

4. Project Handbook (present document) 

Any issues related to precedence will be resolved by the PC as required. 

2.1.1. Grant agreement 

The Grant agreement states the terms and conditions under which the European Union, represented by 
the European Commission, the Coordinator and the other partners have entered into agreement.  

By signing the Agreement or the Accession Form, the partners accept the grant and agree to implement 
it under their own responsibility and in accordance with the Agreement, with all the obligations and 
conditions which are set out. 

2.1.2. Consortium agreement 

The purpose of the Consortium Agreement (CA) is to specify with respect to the Project the relationship 
among the partners, in particular concerning the organisation of the work between the Partners, the 
management of the Project and the rights and obligations of the partners concerning inter alia liability, 
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Access Rights and dispute resolution. Those rights and obligations of the partners shall supplement but 
not be in conflict with those of the Grant Agreement. 

2.1.3. Amendments 

The Agreement may be amended, unless the amendment entails changes to the Agreement which 
would call into question the decision awarding the grant or breach the principle of equal treatment of 
applicants. Amendments may be requested by any of the partners. 

The party requesting an amendment must submit a request for amendment signed in the electronic 
exchange system. The coordinator submits and receives requests for amendment on behalf of the 
partners. If the party receiving the request agrees, it must sign the amendment in the electronic 
exchange system within 45 days of receiving notification.  
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3. Project Management 

The objective of MISSION’s management activities is to create the optimum environment for research 
and innovation for partners to effectively carry out the research programme and meet the requirements 
of the Grant Agreement and CA (the principal legal agreements which will set out how the MISSION 
consortium partners will deliver the project). The coordinator, Julia Pahl (assisted by the PMO), SDU, will 
take the overall responsibility for the leadership and smooth running of the project and communications 
with the EC, including final quality control of deliverables. Proactive communications, early establishment 
of procedures and protocols, and prompt resolution of issues will be the guiding principles of the project 
management and implementation.  

Subsequently, MISSION (WP7) will use a well-tried management format, which has proven very effective 
in other EU projects. This includes the use of an executive board (EB) to ensure the content and 
relevance of the project, annual activity reports combined with regular videoconferences and annual 
plenary assemblies timed as far as possible to coincide with international ED conferences. The 
emphasis will be on timely and strict control of the project delivery by excellent internal communication 
using the most efficient methodologies available (e.g. the Microsoft Teams platform). Furthermore, an 
international, scientific advisory board (SAB) will be established to advise the SC on international, 
scientific and regulatory aspects of the MISSION tasks. The creation of a series of Consortium Bodies 
with the corresponding decision-making procedures (e.g. convocation, agenda, minutes, quorum and 
voting rules), as well as all the responsibilities which each Consortium partner will assume, will be 
specified in the CA. 

The MISSION Project extends over 42 months (see Figure 2) with its technical developments, 
demonstrations and validations distributed across five work packages (WP1-WP5). Simultaneously, WP6 
will focus on dissemination, communication, and exploitation of the results, while WP7 will concern 
project management and coordination. 
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Figure 1. MISSION work packages 

 

For the overview of work in the MISSION project, a GANTT chart has been developed, specifying for 
each work package tasks, deliverables as well as milestones for the duration of the project.  
 

 

Figure 2. MISSION GANTT chart 
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3.1. Project organisational structure 
The goal of the MISSION project management effort is to provide the project with a lightweight, flexible 
management service capable of ensuring an intensive, flexible, open dialog among the partners 
concerning key strategic and scientific issues, rapid and effective decision-making on technical and 
organizational issues as well as full and effective compliance with EU administrative and reporting 
requirements. 

3.2. Coordination and roles 
 
This section summarises the governance structure of MISSION. Further description is given in section 6 
in the MISSION CA. 
 

3.2.1. Project Coordinator (PC)  

The Coordinator is the intermediary between the partners and the European Commission. 
The main tasks of the Coordinator are: 
 

• Monitoring compliance by the partners with their obligations. 

• Keeping the address list of partners and other contact persons updated and available. 

• Collecting, reviewing to verify consistency and submitting reports, other deliverables (including 
financial statements and related certifications) and specific requested documents to the Funding 
Authority. 

• Transmitting documents and information connected with the project to any other parties concerned. 

• Administering the financial contribution of the Funding Authority and fulfilling the financial tasks 
described in Section 7.3. 

• Providing, upon request, the partners with official copies or originals of documents that are in the sole 
possession of the Coordinator when such copies or originals are necessary for the partners to 
present claims. 

3.2.2. Steering committee (SC)  

The Steering Committee (SC) shall consist of one representative of each partner (hereinafter Steering 
Committee Member). Each SC Member shall be deemed to be duly authorised to deliberate, negotiate 
and decide on all matters listed in Section 6.3.1.2. of this CA. The partners agree to abide by all 
decisions of the SC. This does not prevent the partners to submit a dispute to resolution.  

The SC are responsible for all decisions not allocated to the other Consortium Bodies, and they are in 
particular responsible for the following:  
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a) Content, finances and intellectual property rights 

b) Evolution of the consortium 

3.2.3. Project management office (PMO)  

The Project management office (PMO) is supervised by the Coordinator. It will assist and facilitate the 
work of the SC and the Coordinator for executing the decisions of the SC, as well as the day-to-day 
management of the project. The PMO consists of the Coordinator and other designated personnel at 
SDU. The PMO will monitor the daily progress of the project and identify issues that requires attention of 
the SC. It will assist the Coordinator with preparation of proposals for decision-making for the agenda of 
the SC. The PMO will set up, implement and maintain collaboration and management tools and 
procedures. It will furthermore assist on coordinating the work of the different Consortium Bodies.  

3.2.4. Scientific advisory board (SAB) 

A Scientific Advisory Board (SAB) has been appointed and is steered by the SC. The SAB shall provide 
independent expert advice to the Steering Committee.  

The Coordinator ensures that a non-disclosure agreement is executed between all the partners and each 
SAB member. The terms are not less stringent than those stipulated in this CA, and it shall be concluded 
no later than 30 calendar days after their nomination or before any confidential information will be 
exchanged, whichever date is earlier.  

The Coordinator convenes meetings of the SAB when deemed necessary and write the minutes of the 
SAB meetings and along with the PMO prepares the implementation of the SAB's suggestions. The SAB 
members are allowed to participate in Steering Committee meetings upon invitation but have not any 
voting rights.  

The Scientific Advisory board members are listed in the Annex 9 of the current document. 

3.2.5. Work package leaders (WPL) 

The Work Package Leaders (WPLs) supervise and are accountable for the progress of a given Work 
Package (WP) as described in the Consortium Plan. They will report to the Coordinator and the SC 
regarding the progress and overall success of the WPs on a regular basis. Also, proposals of WP 
variations, if these variations have no overall impact on the project, but which needs approval from the 
Coordinator, will be the responsibility of the WPLs to prepare.  

Each WPL will also be responsible for reporting any significant difficulty or conflict in the management 
and implementation of his/her WP to the Coordinator. The WPLs will be in charge of compiling all WP 
level technical information during the reporting process and of ensuring the practical organisation of 
events and actions under their WP. The WPLs are named in the Consortium Plan, and should 
replacements of these be needed, then such replacements shall be subject to a decision made by the 
SC. 
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3.3. Risk management 
A risk management strategy will be established at the outset of the project. A summary of the issues 
which may constitute a critical risk to the proposal with the mitigation plans is in Appendix 5. The PMO 
(i.e. the risk manager) will continue to monitor these risks and to instigate contingency plans as and 
when necessary. It is crucial that the Coordinator will be informed of any changes to the risks identified 
for the project which will affect the project timeline and/or budget with details on the potential implications 
for the project and suggested options for managing the impacts of the risk. 

The purpose of the mitigation plan will be to describe how each potential risk will be handled—what, 
when, by whom, and how to avoid it or minimize consequences if it becomes a liability. 

Specific coordination measures include holding kick-off and annual project meetings, initial financial 
officers’ meetings, internal communication of the project´s progress to all project partners and carrying 
out the online management and collaboration platform. Risk management as described in Appendix 5 
will be carried out. WP meetings will be proposed, as assessed by WP leaders, focusing on risk 
assessment for individual milestones and deliverables. The list of identified feasible risks will be an 
agenda item on the monthly WPL meetings in order to be considered on an ongoing basis.  

 

3.4 Data management 

MISSION will improve and maximise access to and re-use of research data generated by the MISSION 
project and will take into account the need to balance openness and protection of scientific information, 
commercialisation and Intellectual Property Rights (IPR), privacy concerns, security as well as data 
management and preservation questions. 

Protocols for data management will be outlined in a Data Management Plan (DMP) (D7.1-7.3) to be 
produced by the consortium within a year of the start of the grant using a DMP in consultation with WP2 
and the Coordinator. The DMP will cover principles and protocols for data collection, data transfer, data 
processing, data storage, and data retention and sharing, and will be regularly reviewed and updated 
throughout the project. The DMP will ensure that data management and protection is compliant with EU 
principles and standards, and with relevant national data protection laws and institutional data 
management policies. All produced data will be treated according to the management guidelines. The 
DMP will address the points below and will, according to ORD requirements observe FAIR (Findable, 
Accessible, Interoperable and Reusable) Data Management Protocols: 

• Dataset reference and name - Identifier for the data set to be produced. 

• Dataset description - Description of the data that will be generated or collected, its origin (in case it 
is collected), nature and scale and to whom it could be useful, and whether it underpins a scientific 
publication. Information on the existence (or not) of similar data and the possibilities for integration 
and reuse. 

• Standards and metadata - Reference to existing suitable standards of the discipline. If these do not 
exist, an outline on how and what metadata will be created. 

• Data sharing - Description of how data will be shared, including access procedures, embargo 
periods (if any), outlines of technical mechanisms for dissemination and necessary software and 
other tools for enabling re-use, and definition of whether access will be widely open or restricted to 
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specific groups. Identification of the repository where data will be stored, if already existing and 
identified, indicating the type of repository (institutional, standard repository for the discipline, etc.). In 
case the dataset cannot be shared, the reasons for this should be mentioned (e.g. ethical, rules of 
personal data, intellectual property, commercial, privacy-related, security-related). 

• Archiving and preservation (including storage and backup) - Description of the procedures that will 
be put in place for long-term preservation of the data. Indication of how long the data should be 
preserved, what is its approximate end volume, what the associated costs are and how these are 
planned to be covered. 
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4. Meetings 

4.1 Annual meetings 
The consortium will meet twice every year to monitor project progress. All meeting arrangements will be 
communicated to the PMO, which will undertake to optimise the timing and location of meetings. These 
meetings will be held at different partners’ location. 
 
 

Month Meeting Date Location 

M1 Kick off meeting 18-19 January 2024 Copenhagen, Denmark 

M11 Bi-annual meeting 31 October-1 November 
2024 

SINTEF, Trondheim, 
Norway 

M14 Annual meeting 28-29 May 2025 Port of Valencia, Spain 

M21 Bi-annual meeting TBD TBD 

M26 Annual meeting TBD TBD 

M32 Bi-annual meeting TBD TBD 

M38 Annual meeting TBD TBD 

M42 Final meeting M44 (TBD) Brussels 

 
 

Table 1. Project meetings 

4.2 Other meetings 
Apart from the minimum required frequency of Management Bodies meetings that will be organized with 
physical attendance of the representatives, meetings can be held either at one place with physical 
attendance of the representatives, or as videoconference or call conference - as deemed appropriate. 
 
Virtual meetings may be coordinated by the PMO via Zoom, contact hely@sdu.dk if needed.  
 

mailto:hely@sdu.dk
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5. Reporting  

5.1. Reports sent to coordinator  
In order for each periodic report to be delivered on time to EC, it is planned to ask all partners to 
complete a biannual report. (e.g. the first biannual report is to be delivered by 15 June 2024). 

The procedure and related deadlines to produce biannual reports are summarised below and can be 
seen below (5.2 Reporting calendar). Each partner must deliver their individual data including the 
following: 
 

• Each WP is stating work done over the six months (at least 3-5 pages) 

• Information about events attended and papers presented 

• Summary of resource usage per WP and per month. 

This must be done for all WPs, using the templates available on the internal MISSION Teams platform, 
website (Annex 3). 

Subsequently, the final progress report will be prepared by the PMO from the collated information from 
all the partners and uploaded to the internal project Teams platform and/or submitted to EC (depending 
on type of report; internal progress report/periodic report). 

5.2. Reporting calendar 
 

Grant Detail 
Template 
ready in 
Teams 

Deadline to 
send to PMO By whom? 

Finalised & 
submitted to 
EC by PMO 

Internal progress 
report 

January 2024 – 
September 2024 

(M1-9) 

September 2024 
(M9) 

15 October 2024 
(M10) 

All consortium 
partners n/a 

Periodic report 1 
Jan 2024 - June 

2025 
(M1-M18) 

June 2025 
(M18) 

15 July 2025 
(M19) WPL* 15 Aug 2025 

(M20) 

Internal progress 
report 

July 2025 - 
March 2026  

(M19-27) 

March 2026 
(M27) 

15 April 2026 
(M28) 

All consortium 
partners n/a 

Periodic report 2 
July 2025 - Dec 

2026  
(M19-M36) 

Dec 2026 
(M36) 

15 Jan 2027 
(M37) WPL* 15 Feb 2027 

(M38) 
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Periodic report 3 
Jan 2027 - June 

2027 
(M37-M42) 

June 2027 
(M42) 

15 July 2027 
(M43) WPL* 15 Aug 2027 

(M44) 

Final report 
Jan 2024 - June 

2027 
(M1-M42) 

n/a n/a Project 
coordinator 

15 Aug 2027 
(M44) 

*WPL: Work package leaders 

 

Table 2. MISSION reporting for the European Commission and for the PMO 

5.3. Reports sent to EU  
The EC expects the project to produce periodic reports as well as a final report. 
 

5.3.1. Periodic reports 

The final report concerns the requests for interim payments. 
 
The coordinator must submit a periodic report within 60 days following the end of each reporting period. 
The periodic report must include the following: 
 
• (!)  A “periodic technical report” containing: 

o (i) An explanation of the work carried out by the beneficiaries 
o (ii) An overview of the progress towards the objectives of the action, including milestones and 

deliverables identified. This report must include explanations justifying the differences between 
work expected to be carried and that actually carried out. The report must detail the exploitation 
and dissemination of the results and an updated ‘plan for the exploitation and dissemination of 
the results‘. The report must indicate the communication activities, 

o (iii) A summary for publication by the Commission 
o (iv) The answers to the ‘questionnaire’, covering issues related to the action implementation and 

the economic and societal impact, notably in the context of the Horizon 2020 key performance 
indicators and the Horizon 2020 monitoring requirements 
 

• (2)  A “periodic financial report” containing: 
o (i) An ‘individual financial statement’  from each beneficiary and from each linked third party, for 

the reporting period concerned. The individual financial statement must detail the eligible costs 
(actual costs, unit costs and flat-rate costs; for each budget category. The beneficiaries and 
linked third parties must declare all eligible costs, even if - for actual costs, unit costs and flat-rate 
costs - they exceed the amounts indicated in the estimated budget. Amounts which are not 
declared in the individual financial statement will not be taken into account by the Commission. If 
an individual financial statement is not submitted for a reporting period, it may be included in the 
periodic financial report for the next reporting period. The individual financial statements of the 
last reporting period must also detail the receipts of the action. 

o Each beneficiary and each linked third party must certify that: 



D7.1. PROJECT MANAGEMENT HANDBOOK 

 19 

 

 

 

- the information provided is full, reliable and true; 
- the costs declared are eligible; 
- the costs can be substantiated by adequate records and supporting 

documentation that will be produced upon request or in the context of checks, 
reviews, audits and investigations, and 

- for the last reporting period: that all the receipts have been declared 
o (ii) an explanation of the use of resources and the information on subcontracting and in-kind 

contributions provided by third parties from each beneficiary and from each linked third party, for 
the reporting period concerned 

o (iii) a ‘periodic summary financial statement’, created automatically by the electronic exchange 
system, consolidating the individual financial statements for the reporting period concerned and 
including - except for the last reporting period - the request for interim payment. 

5.3.2. Final report 

The final report concerns the request for payment of the balance. 
 
In addition to the periodic report for the last reporting period, the coordinator must submit the final report 
within 60 days following the end of the last reporting period. The final report must include the following: 
 
• (1)  A ‘final technical report’ with a summary for publication containing: 

o (i) An overview of the results and their exploitation and dissemination 
o (ii) The conclusions on the action, and 
o (iii) The socio-economic impact of the action 

 

• (2) A ‘final financial report’ containing: 
o (i) A “final summary financial statement’”, created automatically by the electronic exchange 

system, consolidating the individual financial statements for all reporting periods and including 
the request for payment of the balance and 

o (ii) A “certificate on the financial statements” (drawn up in accordance with for each beneficiary 
and for each linked third party, if it requests a total contribution of EUR 325 000 or more, as 
reimbursement of actual costs and unit costs calculated on the basis of its usual cost accounting 
practices 

5.4. Budget 
The ‘estimated budget’ for the action is set out in Annex 2. It contains the estimated eligible costs and 
the forms of costs, broken down by partner (and linked third party) and budget category. It also shows 
the estimated costs of the partners not receiving EU funding. 
 
A detailed budget is located on the European Commission Participant Portal under Proposal 
Management & Grant Preparation (see figure below). This view should appear as you log into the 
MISSION project. 
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Figure 3. European Funding and Tenders Portal – MISSION project overview 

In the Grant Agreement Data window, the budget information can be found directly under Financial 
Information or under Beneficiaries and then by selecting individual beneficiary as shown here: 
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Figure 4. European Funding and Tenders Portal – Project summary 

 



D7.1. PROJECT MANAGEMENT HANDBOOK 

 22 

 

 

 

5.4.1. Time recording 

All partners must keep a record of the hours spent on the project. The actual number of hours spent on 
the project must be declared in the progress reports and in the cost statements. 
The EU has created a template for timesheets to partners who do not have a procedure to fill this 
declaration in every month (see Annex 6). 

5.4.2. Keeping records – supporting documentation 

Partners need to be able to justify any costs they make during the lifetime of the project. They must 
make them available upon request or in the context of checks, reviews, audits or investigations.  The 
calculation of hours is done according to each organization’s usual practices. Timesheets, pay slips and 
other documents are kept for 5 years after the payment of the balance. The partners must keep the 
original documents. Digital and digitalised documents are considered originals if they are authorised by 
the applicable national law. 
 

5.4.3. Budget transfers 

The estimated budget breakdown indicated in Annex 2 may be adjusted - without an amendment - by 
transfers of amounts between partners, budget categories and/or forms of costs set out in Annex 2.  
However, the partners may not add costs relating to subcontracts not provided for in Annex 2. 
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6. Payments 

The aim of the pre-financing is to provide the partners with a float. It remains the property of the EU until 
the payment of the balance. The amount of the pre-financing payment was 3,965,857.85 €. 

Interim payments reimburse the eligible costs incurred for the implementation of the action during the 
corresponding reporting periods. The Commission will pay to the coordinator the amount due as interim 
payment within 90 days from receiving the periodic report. 
 
The remainder of the payments will be delivered at the end of each reporting period and once there has 
been an evaluation and approval of the project reports and deliverables the corresponding payment 
disbursed by the EC within 60 days of the receipt of project reports and deliverables will be transferred to 
partners accordingly. 
 
The corresponding interim payments are calculated on the basis of the accepted costs and the 
corresponding reimbursement rates (Art 6.1 and 6.2 of the Grant Agreement). The total amount of 
interim payments plus the pre-financing is limited to 90% of the EC contribution. The final payment is 
delivered after the final reporting and the EC releases the 5% contribution to the Guarantee Fund. 
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7. Deliverables, milestones, and approval 

It is of vital importance that the output in terms of deliverables of the MISSION project is of high quality 
and that it represents all partners' interests appropriately. For this reason, a deliverable template (see 
Annex 4) and a review procedure have been established for the deliverables. 

7.1. Deliverables  
 
The project deliverables are the means of communication between the consortium and the European 
Commission and as such show the progress of the project. The Project Coordinator will approve and 
submit the reports via the Participants Portal. 
 
Each deliverable has a task leader (one organization that leads its preparation). The task leader  
prepares its structure and coordinates the work among the partners. This work covers the collection of 
information and the final document. The task leader should send guidelines to the contributors of the 
project and a specific timetable. All deliverables should follow the template form provided (Annex 4) and 
will be uploaded to the MISSION project Teams platform. 
 
 

MISSION Deliverables 

WP Delive-
rable Deliverable Name Lead Type 

Disse-
mination 
Level 

Due 
month 

WP6 D6.4 MISSION website REV OTHER PU 3 

WP7 D7.1 Project management handbook SDU R PU 3 

WP6 D6.1 
Communication, Dissemination and Exploitation (CDE) 
strategy REV R PU 6 

WP7 D7.2 Data Management Plan SDU DMP PU 6 

WP1 D1.1 

Assessment and alignment of on-going JIT / Port Call 
Optimisation Standardisation Initiatives including legal 
frameworks TIC 4.0 R PU 9 

WP1 D1.2 
Analysis of legal and contractual frameworks in the 
JIT/Port call optimization domain BVS R SEN 9 

WP2 D2.1 Secure, resilient, and scalable IT- infrastructure RD R SEN 19 

WP7 D7.4 Data Management Plan first update SDU DMP PU 20 

WP6 D6.2 
Communication, Dissemination and Exploitation (CDE) 
strategy - Second version REV R PU 22 

WP3 D3.1 Port call and voyage optimisation system AWA DEM SEN 26 

WP5 D5.2 Regulatory compliance evaluation NTUA R PU 26 
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WP2 D2.2 Domain model implementation DLR OTHER SEN 27 

WP3 D3.2 
Documentation of the development work and final 
outcomes BVS R SEN 30 

WP1 D1.4 
Innovation Roadmap for Operational and Technical 
Standardisation FT R PU 34 

WP1 D1.3 
Design of MISSION JIT / Port Call Optimisation 
Semantics Catalogue VTT R PU 36 

WP4 D4.1 MISSION validation and overall integration plans VPF R PU 36 

WP4 D4.2 Evaluation of Container, Roro and Tramp Traffic Cases VPF R PU 36 

WP4 D4.3 
Component and system evaluation and future 
recommendations VPF R PU 36 

WP5 D5.6 Change Management RD R PU 36 

WP5 D5.5 Demonstrators´ Cost Benefit Analysis VPF R PU 38 

WP6 D6.3 
Communication, Dissemination and Exploitation (CDE) 
strategy - Final version REV R PU 38 

WP5 D5.3 Navigational Safety and Operational Risk Assessment CET DEM SEN 40 

WP5 D5.4 Evaluation of Emissions Reduction in Demonstrators MMMCZCS R PU 40 

WP5 D5.1 Incentive Evaluation of the shared costs and benefits VTT R PU 41 

WP6 D6.5 Green business models ABO R SEN 42 

WP7 D7.3 Data Management Plan - Final SDU DMP PU 42 
 

Table 3. List of deliverables 

7.2. Milestones 
 
A number of milestones has also been agreed for the MISSION project. See table below for the details 
on WPs, leads, due date and means of verification.  
 

Milestone 
number 

Milestone name Related work 
package(s) 

Due date (in month) Means of 
verification 

1 Harmonisation of standards achieved WP1 M36+M34 D1.3 and D1.4 

2 Resilient IT-infrastructure ready and 
compatible with existing systems 

WP2 M19+M29 D2.1 and D2.2 

3 End-to-end orchestration optimization 
system ready and demonstrated in 3 
different traffic types  

WP3+4 M36 D4.2 and D4.3 
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4 MISSION's solutions assessed and 
evaluated for future adoption 

WP5 M40+M38 D5.4 and D5.5 

5 Business models for exploitation ready  WP6 M42 D6.3 

6 Quality assurance, risk management 
and data management plans 

WP7 M3 D7.1 and D7.2 

 

Table 4. Milestones  

 

7.3. Approval process 
All technical and scientific deliverables will be reviewed prior to submission on the EC Funding and 
Tenders portal. 

In order to secure set quality measures, a three tier process is established for all deliverables in the 
project, see table 5 below.  

Task leader will submit to WPL 1 month before due submission date to the EC, and the WPL will submit 
to PMO 2 weeks before due submission date to the EC. 

 
 

Level of approval Responsible for review and approval 

1 Task leader. 
2 WPL 

3 PMO 
 

Table 5. Approval process  

Upon review and approvel at all three levels in the approval process, the deliverables will be submitted in 
the EC Funding and Tenders portal. Responsible for the submission in the portal is the PMO. 
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8. Communication & Dissemination 

Effective and efficient communication is vital to the MISSION project and cannot be underestimated.  
 
Ensuring effective communication among the partners represents an important key of success for the 
management of the MISSION project. The communication strategy indeed pursues the objective to 
maintain all partners fully informed about planning, work in progress and existing or potential problems.  
 
Besides the requested EC and Internal reporting, all partners are invited to actively communicate with 
WPLs about technical progresses and issues, as well as WPLs are invited to keep PC and PM updated 
about the activities.  
 
All partners are invited to inform the PC of any administrative and legal issues arising.  
 
PC and PM are at the partners’ disposal for any technical and administrative information/issue. 

8.1. Internal 
The internal project management tool is also the central communication tool for the project partners. The 
tool for this purpose is the Microsoft Teams platform. Each work package has its a dedicated space on 
the platform, with the possibility to send emails to all the partners, to store documents, and to have 
working sheets that everyone can contribute to. Each partner has access to the tool and can edit, send 
comments, upload documents etc. 

The PMO is responsible for the proper maintenance of the website. This platform is an option which will 
create the necessary overview needed for good project management and collaboration within the 
MISSION project.  

8.2. External  
MISSION will develop several different communication, dissemination and exploitation materials for 
external engagement under a dedicated WP6 led by a communication specialist partner (Revolve). WP6 
will ensure the promotion of project results and encourage the uptake and exploitation of its optimised 
solutions. 
 
The communication activities of the project will involve the use of different media, both traditional and 
online to reach a target much wider than the dissemination which will focus on relevant stakeholders. 
Communication activities will indeed target citizens and thus the content will be adapted so that 
everyone can understand the stakes and goals of the project without having to understand all the 
technical and scientific details. 
 
MISSION communication aims to make the project, its facilities, services and results known, so as to 
achieve the expected impacts. To this end, the following tools will be designed and implemented by the 
consortium and coordinated and monitored by WP7: 
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• Logo and visual identity: To ensure visibility and recognition of the MISSION Project’s public image, 
the consortium will adopt a logo, common graphics for presentation and reports, and a project motto. 

• Press releases, articles, e-newsletter: At least 3 press releases will be published throughout the 
project life. At least 3 popular science articles will be published during the project focusing on specific 
technical issues of the project while being understandable by a wider audience. They will address 
topics linked to port call optimisation and JIT methodologies for fuel reduction. 

• Online channels - website and social media: A dedicated website will be developed (D6.2) to 
enhance visibility and communicate on the project. It will provide information on the project, the 
consortium, the project results (including the developed tools and methods, conceptual guidelines 
etc.) and other interesting information. Special emphasis will be made with the consortium partners 
as to the links with other similar projects. Finally, news will be distributed on relevant social media 
channels such as LinkedIn, Facebook, Instagram, or Twitter. Regular posts will be made by REV 
containing: 1) Project press releases; 2) Announcements of progress; 3) Reports on conferences and 
meetings, 4) News of milestone achievements, 5) Information about forthcoming events; 6) News on 
research and developments on related issues. 

The website address is https://missionproject.eu/ 

• Project promotional material: Graphic materials (leaflets, roll-ups, promotional documents, easy-
access documents for General Public use, etc.) will be developed to promote the project at selected 
events providing general information and preliminary results, addressing both technical and non-
technical public results. All the printouts will be uploaded to the website and will be available for 
downloading. Finally, 2 project videos will be created, presenting the project’s objectives, outcomes, 
etc. 

8.3. Dissemination and publications 
 
Dissemination and exploitation are inextricably linked with communication and stakeholder engagement 
activities. Therefore, MISSION will approach these aspects in a coherent and integrated way by drawing 
them together in a comprehensive Dissemination and Exploitation Plan (DEP) in WP6. 
 
Project partners will publish reports and results (according to the IPR protection strategy and the open-
access objective) in the scientific literature, dedicated peer-reviewed journals and magazines. At least 3 
peer-reviewed publications of significant results will be published in high impact OA scientific journals. 
 
An indicative, non-exhaustive list of European and International related journals: International Journal of 
Maritime Technology, Technology in society, Maritime Technology and Research, Energy and AI, Ocean 
Engineering, Maritime Technology Society Journal, Information Technology & People etc. Results will 
also be published in the project social media posts (to be issued annually, starting from M6). Each public 
deliverable will be introduced by a graphically edited abstract highlighting keys output in an easy-to-
access way in a timely manner according to the deliverable deadlines and result obtention. 
 
The major expected means of dissemination for the project’s results for the scientific community will be 
publications in highly cited journals and leading conferences proceedings. Publications will be decided in 
conformity with the IP strategy, confidentiality and provisions set out in the consortium agreement. 
 

https://missionproject.eu/
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All scientific publications under the MISSION project will be freely accessible upon publication via 
website and newsletter, as well as presented in the relevant networking events. A Data Management 
Plan (DMP, M6) will be generated as a deliverable and will cover these. Following the ‘as open as 
possible, as closed as necessary’ principle, partners will aim to make project discoveries available 
through full open access venues for peer-reviewed scientific publications (after ensuring IP protection of 
exploitable results) except when this goes against their legitimate interests, as foreseen in the Grant 
Agreement. Whenever possible, the MISSION project’s partners will consider publishing using open peer 
review instead of the traditional peer review. The open-source weather routing model VISIR-2 will be 
updated during the project and then released to the public Marine forecast data from the Copernicus 
Marine Service are open-access and, if postprocessed, will be made publicly available. 
 
Partners will ensure the provision of open access to publications (Green or Gold open access) and will 
deposit them in repositories like Open Research Europe, national repositories. 
 
The methodologies used, outputs, and findings of the demonstrators in real working conditions will also 
be shared through open-access publications. As most publications will result from project 
deliverables/reports, early and open sharing can be via deliverables that will be made accessible to third 
parties on the project webpage. 

8.4. Acknowledgements  
 
Communication activities of the project, such as media relations, conferences, seminars; communication 
materials (brochures, leaflets, posters, presentations, etc.); and dissemination activities must 
acknowledge EU support and display the European flag (emblem) and funding statement as shown 
below. 
 
 
  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 
 CINEA can be held responsible for them.  
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9. Data management  

MISSION will improve and maximise access to and re-use of research data generated by the MISSION 
project and will take into account the need to balance openness and protection of scientific information, 
commercialisation and Intellectual Property Rights (IPR), privacy concerns, security as well as data 
management and preservation questions. 

Protocols for data management will be outlined in an initial Data Management Plan (DMP) (D7.2) to be 
produced by the consortium within six months of the start of the grant. The DMP will cover principles and 
protocols for data collection, data transfer, data processing, data storage, as well as data retention and 
sharing. The DMP will be regularly reviewed and updated throughout the project, and two updates of the 
DMP (D7.3 and D7.4) will be submitted as deliverables to the EC.  
 
The DMP will ensure that data management and protection is compliant with EU principles and 
standards, and with relevant national data protection laws and institutional data management policies. All 
produced data will be treated according to the management guidelines. The DMP will address the points 
below and will, according to ORD requirements observe FAIR (Findable, Accessible, Interoperable and 
Reusable) Data Management Protocols: 

• Dataset reference and name - Identifier for the data set to be produced. 

• Dataset description - Description of the data that will be generated or collected, its origin (in case it is 
collected), nature and scale and to whom it could be useful, and whether it underpins a scientific 
publication. Information on the existence (or not) of similar data and the possibilities for integration 
and reuse. 

• Standards and metadata - Reference to existing suitable standards of the discipline. If these do not 
exist, an outline on how and what metadata will be created. 

• Data sharing - Description of how data will be shared, including access procedures, embargo periods 
(if any), outlines of technical mechanisms for dissemination and necessary software and other tools 
for enabling re-use, and definition of whether access will be widely open or restricted to specific 
groups. Identification of the repository where data will be stored, if already existing and identified, 
indicating the type of repository (institutional, standard repository for the discipline, etc.). In case the 
dataset cannot be shared, the reasons for this should be mentioned (e.g. ethical, rules of personal 
data, intellectual property, commercial, privacy-related, security-related). 

• Archiving and preservation (including storage and backup) - Description of the procedures that will be 
put in place for long-term preservation of the data. Indication of how long the data should be 
preserved, what is its approximate end volume, what the associated costs are and how these are 
planned to be covered. 

 
MISSION data will be collected by W7 and stored on an open access cloud. The output will be presented 
in easy to use formats, providing a unified platform for data storage, inspection and search, and model 
applications. 
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According to the publication and data policies of the consortium, data produced in this project will be 
made (fully or partially) available both for the scientific community and the society as a whole. The right 
of the data producer (members of the research team) to the use of research data is reserved when 
providing open access. Right to use here refers to the right of the data producer to execute the original 
project plan before opening the data for further use. Reasons for data not being shared include 
commercial exploitation, protection of IPR, securing of future data production, project agreements, 
privacy policy or other legislation. To secure the continuation of research and commercial developments, 
EU regulations on variety use and preservation of IP rights will be followed.
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Annex 1 – List of partners 

No Partners Short 
name 

Country Type 

1 Syddansk Universitet SDU DK CO 

2 Fundacion De La Comunidad Valenciana Para La Investigacion, 
Promocion Y Estudios Comerciales De Valenciaport VPF ES BEN 

3 Universitat Politecnica De Valencia UPV ES BEN 

4 Abo Akademi ABO FI BEN 

5 Awake.Ai Oy AWA FI BEN 

6 Cetena Spa Centro Per Gli Studi Di Tecnica Navale CET IT BEN 

7 Ethnicon Metsovion Polytechnion NTUA EL BEN 

8 Revolve Planet REV BE BEN 

9 Tic 4.0 Tic 4.0 BE BEN 

10 DFDS AS DFDS DK BEN 

11 Teknologian Tutkimuskeskus Vtt Oy VTT FI BEN 

12 Deutsches Zentrum Fur Luft - Und Raumfahrt Ev DLR DE BEN 

13 Fondazione Centro Euro-Mediterraneosui Cambiamenti Climatici CMCC IT BEN 

14 Fintraffic Meriliikenteenohjaus Oy FT FI BEN 

15 Royal Dirkzwager B.V. RD NL BEN 

16 Fonden Marsk Mc-Kinney Moller Center For Zero Carbon 
Shipping MMMCZCS DK BEN 

17 NAPA OY NAPA OY FI BEN 

18 Iota Stiftung IOTA DE BEN 

19 Autorita Di Sistema Portuale Del Mare Adriatico Occidentale TRI IT BEN 

20 Autorita Di Sistema Portuale Del Mar Ligure Occidentale GEN IT BEN 
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21 Piraeus Port Authority Sa PIR EL BEN 

22 Valstybes Imone Klaipedos Valstybinio Juru Uosto Direkcija KLA LT BEN 

23 Stockholms Universitet SU SE BEN 

24 Ership SA ERS ES BEN 

25 Essberger & Stolt Tankers Gmbh & Co Kg EST DE BEN 

26 Cosco Shipping Lines Spain Sa COS ES BEN 

27 Finnlines Oyj FIL FI BEN 

28 Digital Container Shipping Association DCSA NL AP 

29 Haven Van Antwerpen-Brugge ANBR BE AP 

30 Blue Visby Services Ltd BVS UK AP 
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Annex 2 - Budget 
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Annex 3 – Periodic reporting 
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Annex 4 – Deliverable template 

Link to template  

 

  

https://syddanskuni.sharepoint.com/:w:/r/sites/HORIZON-CL5-2023-D5-01-13-DjitOpt/Delte%20dokumenter/WP6%20-%20Dissemination%20and%20Exploitation/Templates/MISSION-deliverable-template-v1.docx?d=wb7501403005445a1bd11ddba162f2aa0&csf=1&web=1&e=we5Wmh
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Annex 5 - Risks 

Description of risk (level of (i) likelihood, and (ii) 
severity: Low/Medium/High) 

WP(s) 
involved 

Proposed risk-mitigation measures 

Harmonized set of standards does not contain up-to-
date trends and latest developments. (i): low, (ii): 
high 

WP1 WP-L and task leaders will attend important 
meetings with standard-defining bodies, e.g., 
TIC4.0, DCSA, IALA, etc. and hold close contact, so 
that selected and harmonized set of standards for 
MISSION are based on latest and acknowledged 
standards 

Data sharing and IT-infrastructure not compatible 
with existing systems and requirements due to 
outdated IT-infrastructure. (i): low, (ii): medium 

WP2 APIs and data sharing protocols will be made 
available for existing systems  

Data to train and evaluate AI/ML models is not 
sufficiently available. (i) low, (ii): medium 

WP3 The AI/ML models for voyage, fleet, and port call 
analytics can be trained on AIS data available ex-
post for all ships 

End users are unavailable to sufficiently participate in 
the DCS. (i): medium, (iii): high 

WP4 Keep close contact to key people in the organization 
to keep up motivation; keep sufficiently and 
continuously informed about progress and involve 
them in the scenario definition so that usefulness 
and benefits are clear and motivating. 

Methodology to measure emissions reductions does 
not fit the different traffic types. (i) low, (ii) medium  

WP5 Make sure that end user shipping companies are 
involved in the process, so that specificities are 
captured for correct measurement further consulting 
technical guidance 

Lack of impact. (i): low, (ii): medium WP6 Booster activities will be considered (e.g., renewed 
social media engagement; engagement with local 
press, institutional communications channels, 
academics personal social media pages, 
maritime/IT/oceanographic conferences etc.). 
Standardization organizations and policy makers will 
be approached and informed about the cost and 
benefits of MISSION’s solutions for end users and 
stakeholders. 

A consortium member leaves the project. (i): low, (ii): 
medium 

WP6 The project management team will analyze: (1) 
substitution of the partner by another one with similar 
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expertise; (2) redistribution of tasks among project 
partners. 

Delay in any individual WP or key milestones and non-
performance of partners. (i): low, (ii): medium 

All The project coordinator will call for an emergency 
meeting to re-establish the terms of the consortium 
agreement. If necessary, work will be redistributed 
from non-performing partners to other partners with 
appropriate competences. 

Loss of critical competencies or key participants in the 
project. (i): low, (ii): low 

All The project is led and anchored by partners with 
considerable organizational capacity. In this unlikely 
event, individuals will be replaced using the different 
networks of the involved partners. 
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Annex 6 - Timesheet by EU 

Link: EC timesheet 

 

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/temp-form/report/time-declaration_en.docx
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Annex 7 - Visual identity guidelines 

  



 

 

  

 

 

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 CINEA can be 
held responsible for them. 
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INTRODUCTION 

Visual identity and key messages for MISSION have been delivered and presented to the partners at the kick-off 

meeting that took place on 18 and 19 January 2024 in Copenhagen, Denmark. These guidelines have been approved 

by all partners present at the meeting. 
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VISUAL IDENTITY 

The visual identity of MISSION plays an essential role in raising awareness and promoting the project. As such, it is 

imperative that every partner respects these guidelines when using the logo, font, and colours for any external or 

internal communication activities. These activities include, but are not limited to presentation templates, posters, 

business cards, flyers, or social media content.  

The following guidelines provide a framework for using the brand identity in a consistent manner. Consistency 

communicates reliability and provides the foundation for working together in an efficient way. While maintaining the 

highest quality standards, the choice of words and visuals are key opportunities to show different audiences our 

understanding and engagement.  

This visual identity guideline is an evolving document that can be updated to accommodate changing requirements 

as the project develops. If you or your team members require any assistance, additional support materials, or any 

sort of adjustments for a specific situation, please get in touch with the MISSION team. You should also contact the 

Communication Leads of MISSION Project if for any reason you need to work outside the scope of these visual 

identity guidelines.  

1.1. The logo 

 

 

 

MISSION aims to reduce the greenhouse gas emissions of the shipping industry. By fully digitalising the voyage and 

port call optimization system, the waiting time of cargos will be reduced, increasing the safety of the maritime sector 

and reducing the environmental impacts in ports. The logo aims to represent two ships as seen from above and the 

time aspect of the project. The colours also evocate the dark blue of the ocean.  

Both logo pack and templates (Word and PPT) have been uploaded on project Teams site. 

Logo folder: Logo pack 

Templates folder: Templates pack  

 

 

https://syddanskuni.sharepoint.com/:f:/r/sites/HORIZON-CL5-2023-D5-01-13-DjitOpt/Delte%20dokumenter/General/Communication%20%26%20Dissemination/MISSION%20logos?csf=1&web=1&e=fah8nB
https://syddanskuni.sharepoint.com/:f:/r/sites/HORIZON-CL5-2023-D5-01-13-DjitOpt/Delte%20dokumenter/General/Communication%20%26%20Dissemination/Templates?csf=1&web=1&e=83LyRu
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1.2. Logo variations 

   

                

 

                      

 

 

   

                    

   

 

 

 

1.3. The colours  

MISSION project’s colour palette has been developed to meet all communication needs.  

 

 

 

 

 

 

 

 

Purple and red 

This is the default version of 

the logo. To be used on a 

white or light background. 

Black 

This version of the logo is to 

be used on black and white 

layouts or documents, or in 

light backgrounds. 

White 

This version of the logo is to 

be used on a dark 

background.  

White and red 

This version of the logo is to 

be used on a dark 

background.  

HEX: #3A2E87 

CMYK: 57/66/0/47 

RGB: 58/46/135 

HEX: #E62336 

CMYK: 0/85/77/10 

RGB: 230/35/54 
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1.4. Typography 

The typeface used for MISSION communications is Arial (Body). Minimum font size or the text is 10pt. Titles are in 

red (#E62336), subtitles are in Indigo blue (#3A2E87), while the rest of the text is dark grey (#656371).  

 

 

 

 

 

 

 

 

 

 

 

 

1.5. Templates 

Templates for deliverables, Word documents, PPT presentations, and press releases have been developed with the 

objective of enforcing the project’s visual identity.  

 

1.6. EU disclaimer and emblem 

Communication activities of the project, such as media relations, conferences, seminars; communication materials 

(brochures, leaflets, posters, presentations, etc.); and dissemination activities must acknowledge EU support and 

display the European flag (emblem) and funding statement as shown below. 

  

 

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 

CINEA can be held responsible for them.  
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2. KEY MESSAGES 

2.1. Golden paragraph 

MISSION aims to digitalise the maritime sector to enhance maritime safety and protect people’s health by decreasing 

port traffic, associated costs, and GHG emissions.  

2.2. Key messaging & sub-messaging  

MISSION will fully digitalise the voyage and port call optimization system to save the waiting time of cargos, increase 

safety of the maritime sector, and reduce the environmental impacts in ports. 

MISSION will contribute to:  

• Air pollution reduction in ports and maritime transport, reducing the health impacts of people living close to 

ports 

• Improve safety by establishing open digital data exchange 

• Address the optimization of cargo transport 

• Save fuel of up to 10-20% on overall voyage and related costs  

2.3. Tagline 

Just in time 

2.4. Key words 

Digitalise, environmental footprint, port traffic, health, shipping industry, maritime safety, transport innovation.  

2.5. Website & social media 

Website: missionproject.eu  

X: @ProjectMission 

LinkedIn: MISSION Project 

https://t.co/ewruKjVB1Q
https://twitter.com/ProjectMission
https://www.linkedin.com/company/mission-project/
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3. CONTACT 

For any questions regarding these guidelines please contact the communications partner:  

CONTACT PERSON 

Aleksandra Starčević 

Project Manager 

REVOLVE 

aleksandra@revolve.media  

 

 

 

 

mailto:aleksandra@revolve.media
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Annex 8 – Executive board members  

Name Institution WP 

Jorge Lara  VPF WP1 & WP5 

Helle Lyngborg SDU WP4/WP7 

Nicolas Maes Royal Dirkzwager WP2 

José Andrés Giménez 
Maldonado TIC 4.0 WP3 

Julia Pahl SDU WP4/WP7 

Jussi Poikonen Awake WP3 

Alejandro Rodil Gavala   Revolve WP6 
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Annex 9 - Scientific advisory board 
members 

 

No Name Institution 

1 Lucjan Gucma The Maritime University of Szczecin 

2 Mees van der Wiel DCSA 

3 Mikael Lind RISE 

4 
Pieter 
Van Bouwel (Erwin Verstraelen) 

Port of Antwerp Chief Digital and Innovation 
Officer 

5 Óscar Pernia NextPort 

6 Phanthian Zuesongdham CMA-CGM 

7 Magnus Sündstrom Head of Research and Innovation at Swedish 
Maritime Administration 

8 Ornulf Jan Rodseth 
Expert in autonomous ships and maritime 
digitalization (Shipping 4.0); Norwegian Forum 
for Autonomous Ships 

9 Kay Fjørtoft SINTEF Ocean. 
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