* %

* X % .
. . * Horizon 2020
hlft lia’ A SN European Union Funding
* 5k h
for Research & Innovation

¢
«4

%
g
v

»o

¥
%

IHIIIIIIIIHIHH})/X“\
/

Ben@Rail

Deliverable D 4.1
Project Management and Quality Assurance Plan

Project acronym: Ben@Rail

Starting date: 01/09/2021

Duration (in months): 9

Call (part) identifier: H2020-S2R-CFM/OC-IP/CCA-201X-0X
Grant agreement no: 101046258

Due date of deliverable: Month 2

Actual submission date: 30-11-2021

Responsible/Author: Alessio Tardivo; EURNEX
Dissemination level: Cco
Status: Issued

Reviewed: (yes)

hift Rais This project h{zs receiyed funding from the European Union’s Horizon 2020

research and innovation programme under Grant Agreement No XXXXXX.

Ben@Rail — GA101046258



hift Rai L>

RN Horizon 2020
'** ': European Union Funding
* for Research & Innovation

Ben(c;Rail

Document history
Revision Date Description
1 First issue
Report contributors
Name Beneficiary Short Details of contribution
Name
Alessio Tardivo EURNEX Production of first issue
Anh Hoang RWTH Aachen Review of first issue
Bastian Schick KTH Review of first issue

Disclaimer

The information in this document is provided “as is”, and no guarantee or warranty is given that the information is fit
for any particular purpose. The content of this document reflects only the author’s view — the Joint Undertaking is not
responsible for any use that may be made of the information it contains. The users use the information at their sole risk

and liability.

The content of this document does not reflect the official opinion of the Shift2Rail Joint Undertaking (S2R JU).
Responsibility for the information and views expressed in the document lies entirely with the author(s).

Ben@Rail — GA101046258



RN Horizon 2020 ™ "4:4
PO ELropean Union Funding : .
ki for Research & Innovation :‘

¢
hift Rais Y
BenéﬂRail
Table of Contents
1. EXECULIVE SUMMIAIY ..t ittt e e et et s s e e e e et e e e e e eaaba s eeeeassaaseaaanes 1
2 Abbreviations and ACrONYMS ... e e e e e e e e e e e e e e e e e nsaeeereaeees 2
3 2T Lol € ={ oYU T o o IR PP UPUPPRR 3
4, OBJECEIVE/AIM ..ttt e e e et e e et e e et e e e e e tbe e e seateeeeeabaeeeeabaeeeesbeeeeansaeeeanseeeeennes 4
5 Project organisation and decision-making bodies ........cccccoeeiieieciiiiiiiieeee e, 5
T Y (=T =T T o T e T4 oV o 4L (=T PP RPPPPPIRt 6
oI o oY I=Tot f @e o] o I 1o ¥ 11 o] PP 6
5.3 WP LEAUEIS ...ttt ettt ettt e et e e et e e e bt e e e e bt e e e bbe e e e nbe e e e nneeeea 6
6. COMMUNICATION ..ciiiiiiiiiiiiii it e e e s re e e s e e e e e e e e s 7
6.1 Internal CoMMUNICATION ..cc..tiiiiiiie ettt e e e e s e e bn e e e nnee e 7
B. L. L INEFANET e et e e e e e 7
6.1.2 EMail and mMailing liSt .....coeiiiiieee e e aaaaaaaaas 7
T G T =Y [Tl o T T ol T Y= PR 7
6.2 Communication With the EC .........coiiiiiiiiiiiieiee e 8
7. Production of deliverables ... 9
A O TV =1 1AV g =T g = 1= 0 0 1= o | o UUR 9
7.2 structure Of deliVerables........coo i 9
7.3 TRHE [EVIEW PrOCESS . .uuuuueiiiiiiiiierieeeeeeeeeeeeeeeeeeartsereereeeeaaaaaaeaeeseaaaaaasssssssssssaseaasaaaaaseeeseanannnnnns 10
7.3.1 criteria for qUality CONTIOl.......oo oo 11
2 I 4 V11T (oY Tl =T o Yo T [V -SRI 12
7.4 tracking of deliVErabIEs .......uee i e e e e e e e e e e e e e e e nnnes 12
8. DOCUMENT MANAZEMENT c.eeiiiiiiiiee e e e e e et s e e e e e raba e e e e eeaaaaeeaaaens 13
8.1 DOCUMENT tEMPIALES ...ttt e e e e e e e e e e e e st e e e e e e aaaaaeeeeeeesnnnnnns 13
8.2 COMPULET fil@ FOIMALS .. uuiiiiiiiiieeieeee e e e e e e e e e e e e e s e e nnnnns 13
8.3 dOCUMENT AICRIVE ....eiiiiiii it e e e e e be e e e as 13
9. Responsible Research and Innovation (RRI) principles .........cceeeeeciiieieecciiieee e 14
10. CONCIUSIONS ..ttt ettt e e et e e s bt e e e e bt e e s bt e e snbeeeesnbbeeeenneeenans 15

Ben@Rail — GA101046258



hift Rai L>

* X %
* *
* *
* *

* gk

1. Executive Summary

Horizon 2020
European Union Funding
for Research & Innovation

:
il
Lot

130530 %)
P: <™

A‘.

Ben@;Rail

The purpose of this deliverable is to describe the modus operandi shared amongst all partners for
the day-to-day managerial operations of the project, in order to ensure the correct development
of the project in terms of compliance with communication and documentation standards, timing

and resource ma nagement.

To do so, this deliverable establishes the working procedures that will ensure the appropriate
quality and timing of the project outcomes and includes the internal reviewers for each

deliverable.
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Abbreviation / Acronym Description
CA Consortium Agreement
EC European Commission
EU European Union
GA Grant Agreement
PC Project Coordinator
SC Steering Committee
S2R Shift2Rail
TD Technology Demonstrator
WP Work Package
WPLG Work Package Leaders Group
WA Work Area
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3. Background

Ben@i)Rail

The present document constitutes the Deliverable D4.1 “Project management and quality
assurance plan” in the framework of WP4, Tasks 4.1 and 4.2.

Ben@Rail - GA101046258
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4. Objective/Aim

This document has been prepared to provide an overview of the work done within Task 4.1 and
Task 4.2 of the Ben@Rail project. These tasks concern project coordination activities undertaken
by the Project Coordinator (EURNEX) and include overall project strategy implementation, project
planning, quality assurance, risk management and contingency planning, as well as administrative
and financial management activities.

The present document describes the modus operandi adopted for the day-to-day managerial
operations of the project, shared amongst all partners. It aims to establish the working procedures

that will ensure the appropriate quality and timing of the project outcomes and it includes the
internal reviewers for each deliverable.

Deliverable 4.1 illustrates the work done within WP4, Task 4.1 and Task 4.2.

Ben@Rail - GA101046258
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5. Project organisation and decision-making bodies

The management of Ben@Rail aims to ensure governance and coordination of the whole project,
as well as its relations with the European Commission (EC). The corresponding management tasks
are grouped in a dedicated Work Package (WP4) and have the following specific objectives:

= Ensure timely and qualitative achievement of project results taking adequate corrective actions

where necessary.

= Provide decision making, quality control and conflict resolution mechanisms to support project
implementation and evolution.

=  Support implementation of changes, in activities and consortium, including new entrants if and
when needed.

= Provide timely and efficient contractual, financial and administrative support of the project and
amendments where necessary.

= Coordinate, at a consortium level, knowledge management and other innovation-related activities.

= Support preparation of exploitation and dissemination of results.

The organisational structure set up within Ben@Rail consists of one body, the Steering Committee
(SC).

The Steering Committee is composed of the Project Coordinator (PC) EURNEX, RWTH Aachen
University and KTH Royal Institute of Technology. The members are duly authorised to deliberate,
negotiate, and make decisions on all matters, and all partners must abide by all decisions taken by
the SC. Figure 1 below shows the organisational structure of the project.

hift “Rail I European | Horin2020
pean European Union funding
Commission for Research & Innovation

l * Data Management ¢ Strategic
Project Coordinator * Financial Man?gernent
Management * Monitoring and
EURNEX . .
* Reporting Controlling
* Project * CAand GA
Management Management
* Roadmap Definition

A\ 4

Steering Committee
EURNEX, RWTH, KTH

* Project compliance with strategic
objectives

* Facilitate coordination with other projects

* Ensure smooth execution of the work plan

Figure 1. Ben@Rail organisational structure
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5.1 Steering Committee

The SC will consider and decide all proposals put forward by the Coordinator and supports the
project coordination at the strategic and operative levels. The SC holds regular meetings, either in
physical or electronic form, at least once every month.

At the strategic level, the SC is the Consortium’s strategic management body, thus ensuring the
strategic coordination of Ben@Rail and overseeing the smooth flow of the overall work
programme.

At the operative level, the SC supervises the project’s overall progress and coordinates the
execution of individual Work Packages (WP) in terms of their technical and programmatic contents
and according to common engineering consistency and quality guidelines.

The Steering Committee main objectives are:
=  Ensure compliance of the project implementation with the strategic objectives.
=  Facilitate coordination with other ongoing large-scale projects where relevant.
=  Ensure smooth execution of work plans.

5.2 Project Coordinator

The Project Coordinator represents the reference point of contact for the Consortium with the
Shift2Rail JU and the project’s external stakeholders. In close relation with the partners, the
Project Coordinator is responsible for all administrative and financial affairs, communication and
reporting to the EC, collection and consolidation of reports, contractual issues of the Grant
Agreement (GA) and Consortium Agreement (CA), organisation of meetings, setup of the
communication and shared workspace environment. The Consortium entrusts the coordination to
EURNEX due to their proven track record as Coordinator in other European collaborative projects.

5.3 WP Leaders

WP leaders have been selected for their qualification to accomplish the objectives of the assigned
WPs. The WP leaders (i) coordinate the work among tasks and partners inside the WP, ensuring
coherence, usability, compliance of requirements and standards and implements the decisions of
the SC affecting the WP; (ii) supervise and assess progress against objectives, handle deviations
and support the team members to keep on track, give operative, technical advice, make well-
reasoned proposals for adjustments and improvements in the work plan; (iii) arrange short- and
medium planning of work in the WP: meetings, milestones, revisions, etc.; (iv) submit the
deliverables of the WP in due time, having accomplished all quality assurance procedures to the
Coordinator for delivery to S2R; (v) handle conflicts on WP level, report breach of obligations of
any team member/party, assist the Coordinator for determining severity and remedy of breach;
(vi) are the contact of reference for discussion with the data manager.

Ben@Rail - GA101046258
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6. Communication

6.1 Internal Communication

Ben@Rail extensively uses electronic means to facilitate communication and exchange of
information between its project partners.

6.1.1 Intranet

A Microsoft Teams space (password protected internal business communication and file hosting
service platform) has been set up and is accessible only to the Project’s partners. It is used as:
= Virtual workspace supporting information exchange and collaborative work on documents, such as

project reports and deliverables;

=  Project archive for all information important or relevant for the project and documents produced
by the project;

=  QOrganisation tool for communication and meetings: announcement of meetings, agendas, contact
lists.

The Microsoft Teams account is maintained and administrated by the Project Coordinator.

6.1.2 Email and mailing list

The Ben@Rail Intranet includes the Contact list with all participants email addresses. From this
file, the Ben@Rail distribution list will be used to distribute project related information and
messages.
Partners are asked to:

= Start the subject of all emails by the name "Ben@Rail" followed by a short description of the subject

of the email;
= Keep partners well informed about matters that are relevant for them;
= Specifically request the acknowledgement of the email upon its reception if necessary.

6.1.3 Teleconferencing

Teleconferencing is a powerful tool for organising short meetings, in particular:
= to explain a document (distributed prior to the teleconference);

= to briefly discuss a specific technical or management issue;
= to take decisions on issues requiring urgent action.

The following principles should be respected for a successful teleconference meeting:
= the date, time, expected duration, agenda and name of participants should be communicated in

advance (typically at least one week before);

= all required documents must be distributed before the meeting (at least the time required for
reading those documents plus a couple of days);

= teleconference should be limited in time to ensure the participants’ full attention;

Ben@Rail - GA101046258
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= Asforaface-to-face meeting, minutes summarising the decisions and actions should be issued after
the teleconference and posted on the Microsoft Teams space. The person convening the
teleconference shall ensure that meeting minutes are taken. Draft minutes should be made
available within 15 calendar days after a meeting and will be subject to approval by all partners
concerned. In the absence of comments within the defined deadline, the minutes are deemed to
be approved.

The Project Coordinator will provide two platforms to host the Project’s meetings:
=  Microsoft Teams meeting software, which is integrated into the Project’s Intranet platform and can

be used by any Partner; and
= Gotomeeting, as an external remote meeting platform which can be used after request to the
Project Coordinator.

6.2 Communication with the EC

The Project Coordinator is the official interface to the EC. All formal exchanges of information with
the EC shall therefore be handled through the Project Coordinator.

Ben@Rail - GA101046258
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7. Production of deliverables

A deliverable is a significant result of the project often presented in the form of a report.
Deliverables are evidence of work done within Ben@Rail and therefore are linked to the release
of the payment. The Ben@Rail consortium is contractually bound to submit to the EC the
deliverables listed in Part 1.3, Section A of the Grant Agreement “WT2 List of Deliverables”. Each
deliverable has a reference number, title and leader.
The deliverable process is divided into two main parts:

= The preparation of the first version: under the responsibility of the partner listed as ‘Lead

beneficiary’ in Part 1.3 Section A of the Grant Agreement’s Appendix 1 “WT2 List of Deliverables”.
= The peer-review process, under the responsibility of the internal reviewers. Additional information
can be found in Section 7.3 “The review process”.

7.1 Quality management
Quality is an integral part of the work undertaken within Ben@Rail. The continuous progress
assessment, close follow-up of work and corporate tools are therefore fundamental for innate
quality of work. Another important base is the strict and sincere reviewing process on the project’s
output, in particular deliverables, regardless of their classification as public or confidential.
The process must follow objective criteria on scientific and technical excellence, namely:
= Completeness. Content must address all aspects related to the purpose but avoid redundancy of

information.

= Accuracy. Content must be reliable; conclusions must match results produced and take account of
any assumptions made or restrictions imposed.

= Relevance. Content must be focused on the key issues.

= Depth. Content must have adequate depth but must nevertheless be presented in a concise
manner.

= Adherence to the template. The project output must be uniform in appearance and structure.

= Scientific acknowledgement: The project output must convey with the suitable scientific citation.

Additionally, quality will be further assessed by examining the coherence with prior and following
work as well as value for exploitation. Aspects such as comprehension for non-experts shall be
further taken into consideration, in particular for publishable summaries of deliverables.

7.2 structure of deliverables
Ben@Rail deliverables can be divided into nine main parts, following the structure of the
deliverable template document provided in the Project’s Intranet. Table 1 summarises the
deliverable parts.

Introductory Ben@Rail deliverable standard cover page, deliverable characteristics, document
pages history, report contributors, disclaimer and table of contents.

List of In this section, one list should be created providing the full term for all
abbreviations and | abbreviations (shorted word or phrase) or acronyms (abbreviation formed from
acronyms the initial letters of other words and pronounced as a word) used across the

Ben@Rail - GA101046258
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deliverable.
Executive The Executive Summary shall not be more than 1 page long, outlining the aim and
summary conclusion of the deliverable. This text should be written in an easy

understandable language so that it can also be used in other documentation or
public websites to explain the content of the deliverable.

Background This section should provide the background in which the specific deliverable is
produced, necessarily including its number, title and WP number to which it
belongs.

Objective/Aim This section should provide the reason for which the specific deliverable has been
produced as well as its objective or aim regarding TD(s)/WA(s) to which it belongs.
Content This is the main part of the deliverable and should explain clearly how the results
were achieved, including diagrams or pictures to illustrate technical/scientific
points.

Conclusion This section should:

= Briefly introduce the context of the work;

= Re-state the problem;

= Describe the objective of the task/deliverable;

= Mention the methodology;

= Summarise the findings;

= Evaluate the results;

= Point out the eventual shortcomings/limitations;

= Highlight the best solution;

=  Evaluate the work/deliverable (Have the planned; objectives of the
task/deliverable been achieved?);

= Propose implications for other tasks/works/projects; and

=  Propose future work.

References A list of documents, publications and other key references relevant to the
deliverable. References should follow the format:
= LastNamel X. Y., LastName2 X. Y. — Title — YEAR, Publication (Vol., Issue)

Appendixes Documents, publications and other material relevant to the deliverable.

Table 1. The nine parts comprising Ben@Rail deliverables

7.3 The review process

Both the content and the form of each deliverable will be reviewed before its submission to the
EC. This process must be done sufficiently in advance to allow for proofreading, feedback and
updates.

As shown in Figure 2, the peer review process will commence, at the latest, 15 days before official
submission. The designated reviewers may start simultaneously reviewing using the collaborative
tool Microsoft Teams before sending it to the Coordinator no more than seven days later for a
final check.

Ben@Rail - GA101046258
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Figure 2. Deliverable review process

The following Table 2 illustrates the designated reviewers for each deliverable. In the eventuality
the designed reviewers are unable to perform the duty, it is their responsibility to identify a
suitable reviewer within the same member of Ben@Rail.

Deliverable Deliverable title Designated reviewers
leader
RWTH D1.1 Simplified stakeholder tree and weighting matrix | Bastian Schick (KTH), Armando
Aachen of requirements Carrillo (EURNEX)
KTH D2.1 Structured overview of R&I objectives and their | Andreas Pfeifer (RWTH),
underlying benefits Armando Carrillo (EURNEX)
RWTH D3.1 Top-down analysis of the railway stakeholders’ Oskar Froidh (KTH), Armando
Aachen masterplan goals Carrillo (EURNEX)
. . Anh Hoang (RWTH), Bastian
EURNEX D4.1 Project management and quality assurance plan Schick (KTH)
EURNEX D4.2 Plan for the dissemination, exploitation, and Andreas Pfeifer (RWTH),
knowledge transfer of the project results Sebastian Stichel (KTH)
D4.3 Summary of dissemination and exploitation Nils Jendrny (RWTH), Bastian
EURNEX L .
activities Schick (KTH)
Anh Hoang (RWTH), Oskar
EURNEX D4.4 Data Management Plan Fridh (KTH)

Table 2. Designated reviewers for Ben@Rail deliverables

7.3.1 Criteria for quality control
Reviewers are expected to give their feedback in a structured format, following common rules and
agreed scientific and technical criteria discussed by the Work Package Leaders Group (WPLG). They
shall provide constructive recommendations for improvement, which the deliverable owner
integrates for improvement. As mentioned previously in the Quality Management section above,
basic aspects to be addressed by each reviewer are:
= Completeness: Content must address all aspects related to the purpose but avoid redundancy of
information.
= Accuracy: Content must be reliable; conclusions must match results produced and take account of
any assumptions made or restrictions imposed.
= Relevance: Content must be focused on the key issues.

Ben@Rail - GA101046258
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= Depth: Content must have adequate depth but must nevertheless be presented in a concise
manner.

= Adherence to the template: The project output must be uniform in appearance and structure
(cooperate image).

= Scientific acknowledgement: The project output must convey with the suitable scientific citation.

7.3.2 milestone reporting
Milestone reports are not subject to review at a higher level than the WP in which they are
produced. However, when milestone reports are to be part of future deliverables, there will be an
advantage to undertake the appropriate full reviewing process as soon as possible.

7.4 tracking of deliverables
The Project coordinator keeps a spreadsheet for planning and follow-up of deliverables, including
deadlines, name of responsible persons, reviewer information, etc. The file is on the Ben@Rail
Intranet.

Ben@Rail - GA101046258
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8. Document management

For the duration of the Ben@Rail project, several documents will be produced. To facilitate their
management and to ensure consistent presentation, the following rules apply.

English being the official language for Ben@Rail, all documents must be written in English. A
careful final revision and English checking is expected, in particular for deliverables and reports
which will be submitted to the EC and for documents which will have a wide dissemination.

8.1 Document templates
Ben@Rail partners will use standard document formats (styles, pages layout, basic content
structure, definition, etc.) and filing codes for all documents produced in the project.
Templates for paper documents have been prepared by the Coordinator and made available on
the Ben@Rail Microsoft Teams Intranet.
The document templates will include the project logo on the cover page and specific sections to
be filled to make the document compliant with the Ben@Rail rules and graphic identity. The
template defines the layout of the cover page and the internal pages, including required basic
information fields and styles to be used.
It is mandatory to use these templates for all Ben@Rail documents.

8.2 computer file formats

To ensure document compatibility, the following file formats should be used:
=  WORD version Microsoft Office 2003 or higher (excluding the OOXML-format) for documents;

= EXCEL version Microsoft Office 2003 or higher (excluding the OOXML-format) for spreadsheets;

=  PowerPoint version Microsoft Office 2003 or higher (excluding the OOXML-format) for overhead
slides;

=  PDF for consolidated releases of project documents;

= ZIP for compressed documents;

= JPEG for pictures;

=  MP4 for videos.

8.3 document archive
The project archive stores copies of the following final documents:
= Deliverables
= Periodic reports (internal and contractual)
=  Minutes of meeting (including reviews)

The Project Coordinator administers the project archive and keeps track of all official releases of
the documents produced by the Ben@Rail partners. The partners have the responsibility to send
electronic copies of the documents to the Coordinator, or to store the document directly on the
Intranet (in this case, this should be notified to the Coordinator).

The archive of datasets and other data types to be shared in Open Access will be addressed in the
D4.4 Data Management Plan.

Ben@Rail - GA101046258
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9. Responsible Research and Innovation (RRI) principles

RRI implies that societal actors work together during the whole research and innovation process
in order to better align its outcomes with the values, needs and expectations of society.

The main focus of Ben@Rail regarding RRI principles relies on making the outputs of the project
accessible to the public according to the FAIR principle “as open as possible and as closed as
necessary”. For this, Ben@Rail will promote the publication of scientific results in Open Access
journals and/or the new platform “Open Research Europe”. In addition to that, a dedicated
deliverable (D4.4 Data Management Plan) will be prepared to promote the open access of those
datasets produced during the project.

The transfer of knowledge toward formal science education will be facilitated by the nature of the
Ben@Rail members, being universities and research centres. Additional information about
dissemination and communication of the project results will be developed in D4.2 Plan for
dissemination, exploitation and knowledge transfer of the project results to be submitted by M2
and D4.3 Summary of dissemination and exploitation activities to be submitted by M9.

Ben@Rail - GA101046258
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10. Conclusions

This document has been prepared to provide guidelines on how Ben@Rail will achieve the goals
set in the Grant Agreement. To remain effective during the project duration, the document will be
updated as often as needed according to the project’s development.

This document comprises the main instructions to guarantee the quality of the project results.
High standards will be achieved by following a strict and preestablished review process and
adhering to the project templates and conventions.

To this objective also contributes a transparent and reliable project management. The main pillar
to do this is by following clear procedures for the production of the deliverables and for both the
internal communication and the communication with the EC as described in this document.

Ben@Rail - GA101046258
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