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ARTIMATION  
TRANSPARENT ARTIFICIAL INTELLIGENCE AND AUTOMATION TO AIR TRAFFIC 
MANAGEMENT SYSTEMS’ 

 

This Project Management Plan is part of a project that has received funding from the SESAR Joint Undertaking under grant 
agreement No [894238] under European Union’s Horizon 2020 research and innovation programme. 

 

 

Abstract  

This document presents the Project Management Plan (PMP) that complements the 

project information provided in the Grant Agreement and its Annex I - Description of Action, 

integrating in particularly more detailed procedures, briefly describing the Communication 

and Dissemination strategy, addressing the Ethics Requirements and implementing any 

additional refinement agreed at the Kick-off meeting [8]. 

The Grant Agreement Annex 1 Description of Action will remain the contractual reference; the 

PMP provides additional details but never contradicts the Grant Agreement. 

 

 

  



PROJECT MANAGEMENT PLAN  
 

  

 

 

 

 

 

 6 
 

 

 

 

 

 

Table of Contents 
 

Abstract ................................................................................................................................... 4 

1 Introduction ............................................................................................................... 8 

1.1 Applicable Reference material: .................................................................................... 10 

2 Project Objectives .................................................................................................... 11 

3 Project Management and Organisation .................................................................... 14 

3.1 Organisation and Roles ................................................................................................ 14 

3.2 Work breakdown and Schedule.................................................................................... 24 

4 Communications and Dissemination ......................................................................... 32 

5 Project specific processes ......................................................................................... 33 

5.1 Management Processes for ensuring adherence to H2020 rules and SJU SESAR 2020 
Handbook .............................................................................................................................. 33 

5.2 Quality Management Plan ........................................................................................... 49 

5.3 Software Management Plan ......................................................................................... 55 

5.4 Security Management Plan .......................................................................................... 55 

6 Reference................................................................................................................. 58 
 

 

 

 

 

 

 



PROJECT MANAGEMENT PLAN  
 

  

 

 

 

 

 

 7 
 

 

 

 

 

 

List of Tables 
Table 1. Summary of ARTIMATION project objectives .......................................................................... 11 

Table 2. Members in ARTIMATION with different roles ....................................................................... 16 

Table 3. List of scientific committee members. .................................................................................... 20 

Table 4. ARTIMATION WPs and Leaders ............................................................................................... 22 

Table 5. List of project management board members .......................................................................... 23 

Table 6. List of External Advisory Board (EAB) members ...................................................................... 24 

Table 7. List of Deliverables ................................................................................................................... 27 

Table 8. List of Project Milestones ........................................................................................................ 29 

Table 9. List of Tentative Meetings ....................................................................................................... 30 

Table 10. Voting procedures ................................................................................................................. 33 

Table 11. List of foreseen face-to-face meetings .................................................................................. 42 

 

 

 

 

 

 

 

 

 

 



PROJECT MANAGEMENT PLAN  
 

  

 

 

 

 

 

 8 
 

 

 

 

 

 

 

 

List of Figures 
Figure 1. ARTIMATION Management Structure .................................................................................... 15 

Figure 2. ARTIMATION Gantt chart with Milestones ............................................................................ 27 

Figure 3. Microsoft Teams shows general post, channels, files, etc ..................................................... 35 

Figure 4. Example of Microsoft Teams space with members. .............................................................. 36 

Figure 5. Example of folder structure related to Deliverables. ............................................................. 36 

Figure 6. Example of meeting history both recorded videos and texts with date and subject. ........... 37 

Figure 7. Example in STELLAR shows meetings and milestones. .......................................................... 39 

Figure 8. Example of SyGMa system ..................................................................................................... 40 

Figure 9. Contact information of all partners ....................................................................................... 41 

 

 

 



PROJECT MANAGEMENT PLAN  
 

  

 

 

 

 

 

 9 
 

 

 

 

 

 

1 Introduction 

Annex 1 of the Grant Agreement (GA - 894238) for ARTIMATION provides the contractual baseline of 
the project by means of the Description of the Action [1].  

The main objective of this document is to make the cooperation among the ARTIMATION partners 
easier and more efficient, giving a complete guideline with all information, rules, and procedures so 
that the scientific outcomes comply with the ARTIMATION project’s work plan and contractual 
obligations and that the results fulfill the technical requirements set by the ARTIMATION consortium 
for effective progress toward the achievement of the project goals. 

This document complements the project information provided in the Grant Agreement Description 
of Action and the Consortium Agreement [2]. The Grant Agreement (GA) remains the contractual 
reference [1]. 

An organisational structure and related procedures are defined for decision-making, reporting, 
delivery of intermediate results, control of information, as well as for quality assurance. They serve 
the purpose of ensuring that each Partner has the same references. 

The ARTIMATION management is based on several principles that are important in inter-
organisational collaboration: 

1. An effective Project Management relies on the collaboration and cooperation amongst the 
partners. The ARTIMATION participants are collaborating to achieve a common objective, share 
experience and know-how, and develop results with complementary skills. 

2. Work must be organised and planned in a result-driven way. Whilst the internal organisation of 
each partner’s work is up to him/her (as long as that partner meets his/her commitments), the 
interactions between the partners working at distance must be based on the flow of results. 
Common planning must hence be a reference for everybody and must always be up to date. 

3. The collaboration between participants is based on consensus and joint decision-making, involving 
different levels of decision-makers in different domains (strategic, technical, financial, and 
administrative). The decisions will be achieved by “rough consensus and running code (or 
experiments)”, using formal procedures such as voting only when essential. The rules for such 
decision-making need to be clear. 
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4. The effectiveness of meetings between the partners is absolutely critical to the progress of work. 
An inconclusive meeting can cause serious delays, risks, and costs. 

5. Effective collaboration requires central coordination and logistics support. The coordination 
mechanisms, communication flow inside and outside the project are supported by the ARTIMATION 
management structure. 

6. Resource control will be achieved by assessing “Earned Value” through the assessment of 
intermediate level of completion of deliverable. 

This document has been prepared to describe the implementation of these principles. 

The recommendations in these guidelines, if used with some discipline, will reduce project overhead, 
ease the work of the ARTIMATION management for all the Partners and increase the efficiency and 
quality of the work carried out in the Project. It is thus imperative that all ARTIMATION Partners 
understand and use the rules, suggestions, and standards as specified in these guidelines. 

The document address [3, 4, 6, 8], in particular: 

• Management processes using H2020 Portal and STELLAR based on SESAR Project Management 
Handbook 

• Project Management Board (PMB) management (role and composition, if applicable) 

• Preparation of Intermediate Review and Project Gate (Final Review) 

• Communication, Dissemination and Exploitation Plan 

• Quality management (including internal review process) 

Updates from the Kick-Off meeting: 

As agreed in the project Kick-Off Meeting (and included in the minutes), the following changes with 
respect to the GA have been introduced:  

• WP2 Leadership: In the portal, DEEP BLUE was shown as the WP2 Leader. After the 
amendment, it now shows UNISAP as the WP2 Leader.   

• The training schedule for STELLAR was fixed by a doodle invitation.  
• SAAB (Sweden)/https://innovair.org/ can be joined as an external member of the board.  
• SESARJU will organize a workshop for the running 5 projects  

https://innovair.org/
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1.1 Applicable Reference material: 

Unless otherwise stated in this PMP, the execution of the project will be fully compliant with H2020 
rules and the latest version of the S2020 Project Handbook, available in STELLAR Program Library 
complemented by the SJU KOM slides. 

Under agreement held with SESAR JU in the KoM and in dedicated WebEx, additional Research Plan 
document, not contractual, will be also provided by the FlyATM4E project, after having received from 
the SJU dedicated guidelines and template document. 



PROJECT MANAGEMENT PLAN  
 

  

 

 

 

 

 

 12 
 

 

 

 

 

 

2 Project Objectives 

The project ARTIMATION considers several objectives in terms of research, technical, user, and social 
and are presented in Table 1 

Table 1. Summary of ARTIMATION project objectives  

Objectives Outcome WP-M Delievrable
s / Tasks 

Responsible 
Partners 

R
es

e
ar

ch
 O

b
je

ct
iv

es
 

Provide transparency and explainability to 
the AI algorithms based on data driven 
storytelling, immersive analytics and 
visualization for predicting air transportation 
traffic and optimizing traffic flows in ATM 
domain. 

M12 D4.2 ENAC 

Provide a conceptual framework for building 
human-centric explainable AI based on an 
extensive review across the fields ATM 
domain i.e. identify pathways for how specific 
explanations can be useful, how certain 
reasoning methods fail, and how to apply 
different elements of XAI to mitigate these 
failures 

M18-
M24 

D5.2, D6.2 ENAC, DEEP 
BLUE 

Provide a new generalized and optimized AI 
predictive model for predicting air 
transportation traffic and optimizing traffic 
flows in ATM based on machine lifelong 
learning and integration of causality. 

M18-
M24 

D5.1, T7.2  MDH, ENAC 

Provide user guidelines for further AI 
algorithm development and application with 
AI transparency in ATM domain for predicting 
air transportation traffic and optimizing traffic 
flows. 

M24 D7.1 ENAC 
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Te
ch

n
ic

al
 O

b
je

ct
iv

es
 

Design human-AI-interaction (hAIi) to place 
back the user in the AI data processing loop. 

M5-
M18 

D5.2, T5.4 ENAC, 
UNISAP 

Provide a data-driven storytelling in making 
AI understandable to start to find a way to 
understand data. 

M6-
M18 

T4.3 ENAC 

Define a data exploration approach through 
visual analytics which is an efficient way to 
understand data.  

M6-
M18 

T4.4 ENAC 

Provide novel immersive analytics 
technologies with virtual reality and Brain-
Computer Interface (BCI) systems to evaluate 
the XAI from human perspective, operator 
while obtaining explanation from the XAI 
system. 

M6-
M18 

T4.4 ENAC 

U
se

r 
an

d
 S

o
ci

al
 O

b
je

ct
iv

es
 

Develop a human centric AI model that can 
be easily accepted by the ATM operators. 

M18 D5.2, T5.2 ENAC 

Develop transparent AI models for ATM 
operators with explanation that will be 
acceptable by the end users. 

M24 D6.1 DEEPBLUE 

Provide better integrated approach between 
human and AI models based on human-AI-
interaction (hAIi), such as HMI/HCI between 
human and machine/computer.  

M16 D5.2. T5.3, 
T5.4 

ENAC, 
UNISAP 

Provide clear and complete guidelines for 
application of transparent AI predictive 
models which will shorten the training period 
of ATT operations. Create operators’ 
awareness of certain situations and attitudes 
through the training that could lead to 
potentially hazardous conditions and training 
for autonomous systems users will be 

M24 D7.1, T7.3 ENAC 
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3 Project Management and Organisation 

3.1 Organisation and Roles 

The tables below elaborate on section 3.2 of Annex 1 Part B of the Grant Agreement (894238) and 
provide for the various teams/roles in the projects and the names of the people to which they have 
been allocated.  

3.1.1 Project Management Team 

The project management structure is focused on: 

 Creating the necessary governance structure for an effective project direction and 
management. 

 Performing the financial, legal, administrative, and technical coordination. 

 Establishing the communication flow and methods for reporting, progress monitoring, and 
quality assurance. 

 Monitoring risks contingency plan and providing measures for avoiding risks related to 
financial, legal, administrative, and technical coordination. 

The ARTIMATION consortium will be structured in several bodies at different levels according to the 
number of partners and the nature of the different work packages, as it is shown in Figure 1 
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Figure 1. ARTIMATION Management Structure 

Project Coordinator:  

The main responsibility of the Project Coordinator (PC) is to ensure the timely and effective overall 
progress of the project. The PC, appointed by the coordinating partner and formally approved at the 
kick-off meeting by the consortium representatives will have primarily the following roles: 

• Interface between the consortium and the SJU, dealing also with contractual, administrative, and 
financial matters in addition to overall responsibility for project progress reporting. Circulation of 
respective information and communications. The PC will communicate with the European 
Commission on behalf of the consortium. 

• Organisation in Steering level, project meetings project reviews, and coordination of dissemination 
events. 

• Guidance for all of the technical activities outlined in the project’s work plan and implement the 
day-to-day liaison between consortium partners to consolidate inputs into project planning, progress 
monitoring and technical milestone reporting. 
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MDH is the Project Coordinator. Mobyen Uddin Ahmed, as Project Coordinator of ARTIMATION, 
manages the project, supported by Md Aquif Rahman and administrative staff Julie Oommen with 
expertise in European Projects for the day-by-day activities related to administrative, financial, and 
organisational issues. The members of the project with different roles are presented in Table 2. 

Table 2. Members in ARTIMATION with different roles 

 

 

                                                           

 

1
 Definitions of typical roles are defined in the Project Handbook 

Role1 Name Beneficiary  
Short Name 

Project Manager Mobyen Uddin Ahmed MDH 

SGA Coordinator Mobyen Uddin Ahmed, Md Aquif 
Rahman 

MDH 

Project Risk Manager Christophe Hurter, Pietro Arico’, 
Fabio Babiloni 

ENAC, UNISAP 

Project Communications Lead Daniele Ruscio DeepBlue 

Project Quality Lead Christophe Hurter, Shahina Begum ENAC, MDH 

Project Configuration Lead Mobyen Uddin Ahmed, Julie 
Oommen  

MDH 

Requirements Management Practitioner Augustin Degas, Daniele Ruscio  ENAC and 
DeepBlue 

Validation Practitioner Augustin Degas, Pietro Arico, Daniele 
Ruscio 

ENAC, UNISAP and 
DeepBlue 

Ethics Practitioner Giulia Cartocci, Augustin Degas, 
Daniele Ruscio 

UNISAP, ENAC and 
DeepBlue 



PROJECT MANAGEMENT PLAN  
 

  

 

 

 

 

 

 18 
 

 

 

 

 

 

 

 

General Assembly (GA) 

General Assembly is a body chaired by the Project Coordinator and composed of the representatives 
of each beneficiary. The General Assembly will be responsible for high-level decision making, such as 
preventing risk situations and, if necessary, implementation of corrective actions, or formalities 
concerning the departure and addition of a new consortium member. The exact procedures to be 
followed concerning the addition or withdrawal of a beneficiary are specified in the Consortium 
Agreement and Grant Agreement.  

Other activities of the General Assembly will include:  

 Notification and negotiation with the EC of intended amendments to the consortium or 
Grant Agreement (membership, budget, use of resources); further, their preparation and 
implementation according to the EC regulations  

 Identifying and finding solutions to problems that may have a potential impact on the 
achievement of project objectives and overall workflow, application of contingency plan 
within the risk management  

 Conflict resolution.  

The General Assembly aims to react by means of a voting procedure to any decisions or initiatives 
made and will pay particular attention to the innovation process and will make sure that the 
complete innovation chain is properly managed in all its stages. We will apply a well-proven set of 
practices to ensure this.  

 Monitoring of project progresses, achievements and costs. Detailed project monitoring 
procedures will be agreed at the first meeting of the General Assembly. 

 Solution of problems that have a potential impact on project strategies, resources and 
achievement of planned objectives, definition of the necessary contingency plans. 

 Proposals for changes to the Work Plan and the related Consortium Budget, to be agreed by 
the European Commission 
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 Approval of entries and withdrawals of partners, with the corresponding settlement on the 
modalities and conditions 

 Consultations, in particular among the research partners covering different disciplines and 
between the research and commercial consortium partners; exchanging ideas and 
implementing improvements  

 Conflict resolution on issues that have an impact on strategies, medium-long term objectives, 
resources and the project roll-out strategies. 

 Declaration of defaulting partners and actions related to such declaration 

 Review the declaration of know-how and/or knowledge 

 Prepare the content and timing of press releases and joint publications by the Consortium 

 Testing and objective evaluation throughout the whole project; where components are not 
ready or sufficiently functional in the early phase of the product development cycle, we will 
use simulations or mock-ups  

 Early identification of the potential customers to match their needs to the new product  

 Receiving and taking into account results from tests and any feedback in the product 
development cycle  

 Showcasing the fully functional business model (fairs, congresses, conferences, catalogues).  

Ethical and Privacy Advisory Group (EPAG) 

The ARTIMATION project Ethical and Privacy Advisory Group (EPAG) is an internal entity that 
evaluates relevant project actions from an ethical point of view. The group will be led by Giulia 
Cartocci, and Pietro Arico at UNISAP, and also one person from each unit will be a member of the 
group, i.e., Mir Riyanul Islam at MDH, Daniele Ruscio at Deepblue, and Christophe Hurter at ENAC. 
These relevant actions mainly concern the ethical issues set in the ethical issues table. Any activity 
involving such actions will be evaluated by the EPAG. This evaluation in particular involves ensuring 
that the partners conducting such actions comply with the legal and international scientific standards 
that apply. Approval of the ethical committee is required before such actions are conducted. The 
EPAG is not bound to the decisions of the other project boards, including the project coordinator. 
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Apart from the project ethical committee, the opinion of the relevant local ethics committee will be 
sought in due time during project execution. Project consortium is bound to this opinion and will 
conduct research accordingly. EPAG will be responsible for:  

 Reviewing all research involving human participants conducted by individuals employed 
within or by that institution.  

 Ensuring that ethics review is independent, competent, and timely.  

 Protecting the dignity, rights, and welfare of research participants.  

 Considering the safety of the researcher(s); and considering the legitimate interests of other 
stakeholders.  

 Making informed judgements of the scientific merit of proposals; and  

 Making informed recommendations to the researcher if the proposal is found to be wanting 
in some respect. 

Scientific Committee (SC) 

The Scientific issues and technical follow-up of the project will be the role of the SC. This committee 
will take strategic decisions on these matters. This board is chaired by ENAC and will be formed by 
the WP 3, 4, 5, and 6 leaders. The list of scientific committee members is presented in Table 3. The 
SC’s main responsibilities, without affecting any of the contractual obligations of the project 
coordinator, will include: 

 Cooperation within the General Assembly. 

 Scientific surveillance: monitoring the technical state of the art and update the partners 
when necessary.  

 The verification of the achievement of Scientific objectives, and the control of any deviations, 
and consequently, in application of contingency measures and/or corrective actions relevant 
from the technological point of view.  

 Track deliverables and provide reminders of project critical points; Collect relevant technical 
data from the partners for its evaluation by the Management Board.  
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 Monitoring deliverables’ submission, periodic reports and financial statements related with 
ARTIMATION Technical aspects. 

 Administrative support of the project coordinator in case of any changes within the 
consortium: preparation of amendment documents, coordination of document flow. 

 Organization of the scientific meetings, agenda preparation and minutes recording and their 
distribution among technical partners in WP 3-7.  

 Organization of the teleconference meetings regarding Scientific Aspects. 

Table 3. List of scientific committee members. 

 

 

Exploitation Board (EB) 

The Exploitation Board will be in charge of knowledge and intellectual property management. This 
board will be formed by leaders of WP8. The Board is coordinated by the Exploitation Manager 
Stefano Bonelli at DEEP BLUE, with help of Shaibal Barua at MDH and Augustin Degas DEGAS at ENAC 
who is also the leader of the Dissemination WP 8. The EB will be in charge of developing a 

                                                           

 

2
 Definitions of typical roles are defined in the Project Handbook 

Role2 Name Beneficiary  
Short Name 

Scientific Committee Manager Christophe Hurter ENAC 

Members Shahina Begum, Shaibal Barua, Mir 
Riyanul Islam   

MDH 

Members Pietro Arico, Fabio Babiloni UNISAP 

Member Stefano Bonelli DeepBlue 
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comprehensive Exploitation and Dissemination strategy, where the project outcomes and their 
potential application will be properly communicated to the public and as a target to the commercial 
players interested. More details concerning the specific dissemination tasks and knowledge 
management can be found in this document. 

The activities performed by the exploitation coordinator will be supported by the members of the 
General Assembly. The exploitation coordinator will consult the dissemination and exploitation plan 
with the General Assembly members, especially if new trends and demands of the market occur and 
modification of the exploitation strategies is necessary. In particular, the exploitation coordinator will 
concentrate on effective cooperation and networking with the parties interested in the use and 
further development of the ARTIMATION products, with the parallel control of the intellectual 
property rights. IPR and exploitation issues shall be discussed on the coordination meetings 
whenever the EB and the Exploitation Manager deem necessary. 

The main functions of the Exploitation board are:  

 Development of the Exploitation Plan for the project results. 

 Assist the Scientific Committee on market-orienting the project Innovation activities. 

 Consider market and stakeholder needs, EU regulation and requirements, when drawing the 
exploitation strategy. 

 Communicate with relevant market stakeholders and, if required, reassess and modify the 
exploitation plan accordingly. 

 Ensuring that communication channels are established and maintained with other detected 
as relevant EU projects. 

 Managing IPR issues arising from the project. 

 Ensuring that dissemination activities are adequately recorded and reported.  

 

WP Leaders and WP Members:  

The WP Leaders (WPL) are responsible for the management of the WPs, which includes coordination 
of efforts, resource exploitation, and communication of the single WPs with each other and with the 
PC. They coordinate and report to the project coordinator on the progress of detailed work in the WP 



PROJECT MANAGEMENT PLAN  
 

  

 

 

 

 

 

 23 
 

 

 

 

 

 

and are responsible for the timely delivery of all the results from their work packages, as defined in 
the project work plan. Moreover, WPLs will schedule the Work Package Meetings (WPMs) according 
to the WPs' necessities. During the WPMs, all WP Members will come together and have the chance 
to discuss technical issues, the technical progress of the work being done in the WP, and to deal with 
any problems that may have arisen. The list of WPs, WP leaders, and members is presented in Table 
4. 

Table 4. ARTIMATION WPs and Leaders 

 

 

The Task Leader (TL) is responsible for the timely implementation of the activities in the task, the 
reporting to the WP Leader and takes in agreement with the concerned WP Leader, decisions at the 
task level. 

Work 
Package 
Nr. 

WP Name Leader Members 

WP1 PROJECT MANAGEMENT Mobyen Uddin Ahmed 
(MDH) 

All partners 

WP2 ETHICS AND SECURITY Giulia Cartocci (UNISAP) All partners 

WP3 DEFINITION OF SPECIFICATIONS and SoA  Pietro Arico (UNISAP) All partners 

WP4 MULTIVARIATE DATA ANALYTICS AND AI 
MODEL DEVELOPMENT 

Christophe Hurter (ENAC) All partners 

WP5 LIFELONG MACHINE LEARNING WITH 
HUMAN-CENTERED AI 

Shaibal Barua (MDH) All partners 

WP6 Test and Validation Stefano Bonelli (DeepBlue) All partners 

WP7 Guidelines and Training Augustin Degas (ENAC) All partners 

WP8 Dissemination, Communication and 
Exploitation 

Daniele Ruscio (DeepBlue) All partners 

WP9 Ethics requirements Mir Riyanul Islam (MDH) DeepBlue, 
ENCA 
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The Deliverable Leader (DL) is responsible for the timely and final write-up of the deliverables, 
coordinates the work on the deliverable to comply with the official deadlines for the submission of 
the deliverable for the Quality Assurance process and to the European Commission, and reports to 
the Task Leader, the WP Leader, and the Project Coordinator. 

The WP Members provide domain expertise and field experience to the WPs. They are responsible 
for performing technical work as detailed in the Work Plan. Furthermore, these members give direct 
support to the WP Leader mainly in technical work development, consortium attendance, WP 
dedicated technical meetings, and generation of the Progress Reports. 

3.1.2 Project Management Board 

The Project Management Board includes the Project Coordinator and WP leaders of WP1, WP2, and 
WP9. The list of project management board members is presented in Table 5. The role of the PMB is 
to make decisions concerning any important top-level management issues arising. The main issues to 
be covered by this function are the following: 

• Definition of a strategy for the completion of project objectives. 

• Overall coordination of the macro issues affecting the execution of the project, including 
management of financial, technical, planning, control, and exploitation matters. 

• Specific progress control of resources and utilisation with respect to the work plan. 

• Preparation and authorisation of any subsequent contractual agreements. 

• Definition of appropriate corrective actions to be taken in the case of progress problems or 
conflicts. 

 Table 5. List of project management board members 

Role Name Beneficiary  
Short Name 

Chair Mobyen Uddin Ahmed MDH 

Secretary Md Aquif Rahman, Julie Oommen at 
WP1 

MDH 

Member Mir Riyanul Islam at WP9  MDH 

Member Augustin DEGAS at WP9 ENAC 
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Member Pietro Arico' at WP2 UNISAP 

Member Daniele Ruscio WP9 DeepBlue 

 

3.1.3 External Project Advisory Board  

External Advisory Board (EAB), EAB will be established to analyse and assess the progress and plans 
of ARTIMATION and to offer independent impartial advice on potential areas for improvement and 
new avenues to explore. Members include from EUROCONTROL - European organisation for the 
safety of air navigation (ECTRL): Franck Ballerini, Gilles Gawinowski, and Dalmau Codina Ramon. 
Again, Gustavsson Niclas from SAAB Digital Air Traffic Solutions AB, Sweden is also accepted to be a 
member in the EAB. The list is presented in Table 6. The External Advisory Board shall meet in 
connection to the General Assembly meetings, or independently as suits the board best.  

 

Table 6. List of External Advisory Board (EAB) members 

Role Name Beneficiary  
Short Name 

Chair Gawinowski Gilles  ECTRL 

Secretary Ballerini Franck ECTRL 

Member Dalmau Codina Ramon, Allard Eric  ECTRL 

Member Gustavsson Niclas  SAAB Digital Air 
Traffic Solutions 
AB, Sweden 

…   

 

3.2 Work breakdown and Schedule 

3.2.1 Gantt Chart 

The schedule listing the project's milestones, activities, and deliverables with estimations in terms of 
resource allocation, duration, and main meetings is shown in A Gantt in Figure 2. 
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The Coordinator monitors and coordinates the work plan. 

Every twelve months, the ARTIMATION project will report on activities and resources, and any 
deviations from the original work plan will be explained and justified in the periodic reports. The 
Project Coordinator will revise the Gantt chart, accordingly, updating it with actual effort reported, 
actual month of submission of the deliverables, and main project meetings that took place. 

In particular, the Project Officer will monitor the effort allocation to the tasks/deliverables provided 
by the partners in order to check the status of the use of resources. 

The WP leader is responsible for the schedule within his/her WP. 

The WP leader must communicate to the Coordinator in advance any problems or delays arising 
during the project timeline. 
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 Figure 2. ARTIMATION Gantt chart with Milestones 
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3.2.2 Deliverables 

The table below lists all the deliverables along with the necessary information:  

Table 7. List of Deliverables 

Deliverable 
Number 

Deliverable Title 
WP 

number 
Lead 

Beneficiary 
Dissemination 

level 

Due 
Date (in 
months) 

Due 
Date 
(in 

T0+X) 

Due Date (In 
Calendar) 

D 1.1 
Project Management 

Plan 
WP1 1- MDH Public 2 T0+2 

February 
2021 

D 1.2 
Report on risk 

management plan 
WP1 1- MDH Public 6 T0+6 June 2021 

D 1.3 
Final Project Results 

Report 
WP1 1- MDH Public 23 T0+23 

November 
2022 

D 2.1 

Report on Ethical 
Framework for 

handling personal 
data, and sharing and 
access to data within 

ARTIMATION 

WP2 4- UNISAP Public 10 T0+10 
October 

2021 

D 2.2 
Data Management 

Plan 
WP2 

2- DEEP 
BLUE 

Public 5 T0+5 May 2021 

D 2.3 
Ethical and Legal 

report 
WP2 4- UNISAP Public 22 T0+22 

October 
2022 

D 3.1 
Report on State of Art 

- AI support in ATM 
WP3 1- MDH Public 4 T0+4 April 2021 

D 3.2 

Report on the 
Development plan 

based on ATM tasks 
with supporting AI 

WP3 
2- DEEP 

BLUE 
Public 8 T0+8 August 2021 

D 4.1 

Neurophysiological 
measures related to 
specific mental and 

emotional states 

WP4 4- UNISAP 

Confidential, 
only for 

members of 
the 

consortium 
(including the 
Commission 

Services) 

12 T0+12 
December 

2021 

D 4.2 
Report on transparent 

AI models with 
explainability 

WP4 3- ENAC 

Confidential, 
only for 

members of 
the 

consortium 
(including the 
Commission 

Services) 

18 T0+18 June 2022 
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D 5.1 
Report on lifelong 

ML framework with 
integration of causality 

WP5 1- MDH 

Confidential, 
only for 

members of 
the 

consortium 
(including the 
Commission 

Services) 

18 T0+18 June 2022 

D 5.2 
Report on ML model 

and human interaction 
WP5 3- ENAC 

Confidential, 
only for 

members of 
the 

consortium 
(including the 
Commission 

Services) 

18 T0+18 June 2022 

D 6.1 Validation Plan WP6 1- MDH Public 10 T0+10 
October 

2021 

D 6.2 

Validation Report i.e. 
the maturity 
assessment 

of ARTIMATION 

WP6 
2- DEEP 

BLUE 
Public 23 T0+23 

November 
2022 

D 7.1 

Report and guidelines 
on AI Transparency 

and 
Generalisation 

WP7 3- ENAC Public 23 T0+23 
November 

2022 

D 8.1 
Communication, 

Dissemination and 
exploitation plan 

WP8 
2- DEEP 

BLUE 
Public 2 T0+2 

February 
2021 

D 8.2 
Intermediate 

Dissemination Report 
WP8 

2- DEEP 
BLUE 

Public 12 T0+12 
December 

2021 

D 8.3 
Final Dissemination 

Report 
WP8 

2- DEEP 
BLUE 

Public 22 T0+22 
October 

2022 

D 9.1 H - Requirement No. 1 WP9 
2- DEEP 

BLUE 

Confidential, 
only for 

members of 
the 

consortium 
(including the 
Commission 

Services) 

4 T0+4 April 2021 

D 9.2 POPD - Requirement WP9 3- ENAC Confidential, 6 T0+6 June 2021 
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No. 2 only for 
members of 

the 
consortium 

(including the 
Commission 

Services) 

 

3.2.3 Project Milestones: 

The table below lists all the project milestones and their details:  

Table 8. List of Project Milestones 

Milestone 

number 
Milestone Title 

Lead 
Beneficiary 

Due 
Date (in 
months) 

Due 
Date 
(in 

T0+X) 

Due Date 
(In 

calendar 
date) 

Means of Verification 

MS1 Kick-off meeting 1 - MDH 1 T0+1 
January 

2021 
A Kick-off meeting will start 

the project 

MS2 
Data management 

plan 
4 - UNISAP 5 T0+5 May 2021 Data management plan 

MS3 
Protocol and 

roadmap defined 
4 - UNISAP 8 T0+8 

August 
2021 

A roadmap to start research 
and development 

MS4 
Transparent AI 

model with 
explanation 

3 - ENAC 18 T0+18 June 2021 Functional prototype 

MS5 
Framework for 

lifelong learning 
and integration 

1- MDH 18 T0+18 June 2021 Functional prototype 

MS6 
Adaptative human 
computer interface 
with visualisation 

3 - ENAC 18 T0+18 June 2021 
A functional prototype of 

human-computer interface 
with visualisation 

MS7 
Validation 
performed 

2- DEEP 
BLUE 

24 T0+24 
December 

2022 
Validation performed 
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MS8 

Guidelines on AI 
Transparency and 
Generalisation for 

training 

3 - ENAC 24 T0+24 
December 

2022 

Guidelines on AI 
Transparency and 

Generalisation for training 

MS9 

Agreement on the 
Dissemination/ 
Communication 

plan 

2- DEEP 
BLUE 

6 T0+06 June 2021 
Agreement on the 

Dissemination/ 
Communication plan 

MS10 
Intermediate 

Review 
1- MDH 14 T0+14 

February 
2022 

Review meeting at the SJU, 
in Brussels 

MS11 
Project Gate (Final 

Review) 
1 - MDH 24 T0+24 

December 
2022 

Review meeting at the SJU, 
in Brussels 

 

3.2.4 Tentative Meetings: 

A list of tentative meetings, with type, month (both in the form of date and T0+X), host, and location: 

Table 9. List of Tentative Meetings 

Type Meeting 
Due Date 

(in 
months) 

Due Date 
(in T0+0X) 

Due Date (In 
calendar) 

Host Location 

Internal Meeting 
Coordination 

Meeting 
Every 
week 

  MDH Microsoft Teams 

External Meeting 
(SJU, EAB) 

Kick-Off 
Meeting 

1 T0+1 January 2021 MDH Webex 

External Meeting 
(SJU, EAB) 

General 
Assembly 
Meeting 

6, 12,18, 
24 

T0+6, 
T0+12, 
T0+18, 
T0+24 

June 2021, 
December 
2021, June 

2022, 
December 

2022 

UNISAP, 
ENAC, 
DEEP 
BLUE, 
MDH 

To be declared 

External Meeting 
(SJU, H2020, EU) 

Project 
Intermediate 

Review 

15 T0+15 March 2022 SJU-EU Brussels, Belgium 
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Meeting 

External Meeting 
(SJU, H2020, EU) 

Project Gate 
Meeting 

24 T0+24 
December 

2022 
SJU-EU Brussels, Belgium 
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4 Communications and Dissemination 

The complete Communication and Dissemination Plan, along with the initial Exploitation Plan (at 
individual-partner and consortium level) will be detailed in D8.1 – “Communication, Dissemination 
and Exploitation Plan”, provided in M2 [4, 5]; D8.2 Intermediate Dissemination Report (M12); and 
D8.3 Final Dissemination Report (M22).   

Here, ARTIMATION will strategically focus -also- on communicating and disseminating towards the 
Advisory Board & Consortium. ‘Ad-hoc’ meeting reviews will be used to gather feedback to the 
(ongoing) project results thus steering the overall work of the project, while at the same time 
communicating and disseminating ARTIMATION contents. 
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5 Project specific processes 

 

5.1 Management Processes for ensuring adherence to H2020 rules 
and SJU SESAR 2020 Handbook 

5.1.1 Legal, financial and administrative management 

The coordinator manages the legal, financial, and administrative aspects of the project following the 
contractual rules. 

The Consortium Agreement (CA), prepared before the signature of the GA, provides measures on the 
arrangement of IPR, exploitation rights, confidentiality, decision and change-procedures, cooperation 
after the end of the project, and negotiations with third parties [1, 2].  

Decision procedures 

The general principle will be to try to achieve decisions by informal means and consensus, using 
formal procedures such as voting only when essential. All decisions that can have an impact on 
project progress (whether formally reached or not) will be documented, for visibility within the 
Consortium. 

The ARTIMATION Consortium recognises that the resolution of problems and conflicts must be 
handled systematically. Establishing a good working relationship and fruitful collaborations among 
project team members will be a pre‐requisite for the quick resolution of problems and issues. 

Conflicts will have to be resolved at the lowest possible level; those that cannot be solved will be 
taken through a “principled negotiation” process that is focused on optimising outcomes and 
maximising the benefits of all parties involved. Additionally, specific decisions and corresponding 
voting procedures are defined in the Consortium Agreement. The most important principles are 
outlined below in 10. However, it will be the general effort of all partners and all levels of decisions 
to achieve solutions representing unity and an overall agreement. 

  

Table 10. Voting procedures 

Level Decision 
mechanism 

Escalate if 
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Work package 
level 

Verbal 

consensus only; 

vote if 

necessary, with 

simple majority 

(50%+1). 

No consensus reached. 
 

Conflict: Project Coordinator’s vote is decisive. 
 

Intervention by the SJU, or legal action, is the only escalation 

possible; decision on this up to individual partners. 

Steering level Verbal 

consensus; vote 

if necessary, 

with simple 

majority 

(50%+1). 

No consensus reached. 
 

Conflict: Project Coordinator’s vote is decisive. 
 

Intervention by SJU, or legal action, is the only escalation possible; 

decision on this up to individual partners. 

 

Contractual Changes 

Contractual changes that impact the original scope and planning defined in the proposal will be duly 
justified and requested through the submission of an Amendment to the SJU for approval in 
accordance with the contractual provisions [1]. 

The changes to the PMP related project information which are not mentioned in the grant will be 
managed through an agreement with the SJU according to the SJU guidelines [3]. 

 

Financial provisions 

During the entire project life, the Project Coordinator will provide the overall accounting 
management, including the allocation of budget and the transfer of funds in accordance with the SJU 
deadlines and rules. He will ensure that certificating institutions will be contacted in reasonable time 
to carry out the required financial audits and will also verify if minor rescheduling is needed in order 
to keep the overall project work on schedule or, where this is not possible will involve the 
appropriate decision-making bodies. 

Payments to Parties are the exclusive tasks of the Coordinator. In particular, the Coordinator shall: 

• Notify the Party concerned promptly of the date and composition of the amount transferred to its 
bank account, giving the relevant references. 

• Perform diligently its tasks in the proper administration of any funds and in maintaining financial 
accounts. 

Each partner will use the procedures that already exist within their organisation and that are 
normally used for the H2020 projects in which they are involved. 
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As projects may be subject to audits by SJU or EC, all costs will be auditable: all partners, in 
accordance with their own usual accounting and management principles and practices, will be able 
to provide records of effort spent together with all receipts for travels and other expenses. 

5.1.2 Collaboration and Communication Management 

Cooperative Working Environment 

In the ARTIMATION project, we will use Microsoft Teams. A picture with several channels and posts 
are others is presented in Figure 3. Also, all the members participating in ARTIMATION are get access 
to the teams is presented in Figure 4.  

 

Figure 3. Microsoft Teams shows general post, channels, files, etc  
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Figure 4. Example of Microsoft Teams space with members. 

Microsoft Teams contains functionalities for sharing files, collaborative authoring of Office 
documents, discussion boards, task lists, calendars, wikis, workflows, calendars and etc.  

  

Figure 5. Example of folder structure related to Deliverables.  
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Using Microsoft Teams enables secure storage for project assets during the entire project, an 
example is presented in Figure 5. 

 

Figure 6. Example of meeting history both recorded videos and texts with date and subject. 

By reducing dependency on email for communication, active use of Microsoft Teams will ensure that 
project history is accessible to any future project members, whenever they may be introduced to the 
project. For example, all the meetings are recorded and stored in teams for further uses as presented 
in Figure 6. 

A default repository structure has been already created for ARTIMATION, based mainly on the WP 
structure of the project as defined by the DoA. WP folders follow a common structure: 

• Deliverables: folder containing the working as ‘Draft’ and final versions as ‘Submitted’ of the 
deliverables of the WP; 

• Meetings and conference calls: folder storing material of the events related to the WP; 

• Working Place: folder storing other sub-folders containing working documents in the WP. 

• CA: Singed Consortium Agreement. 
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• GA_3rd_finalRound: Grant Agreement; Gantt; Execution Guidelines. 

• Templates: both provided by the SJU and the internal ones. 

• Workshops: both considering organized by ARTIMATION and also participation by ARTIMATION 
members 

• Periodic reports. 

WP8 – Communication, Dissemination folder will further contain all the publications, presentations, 
press releases and other documentation related to dissemination events and activities. 

Specific sites were created to share documents with the SJU (i.e. STELLAR) and the different boards.  

SESAR Tool Enabling coLLaborative Atm Research (STELLAR) 

To ensure SESAR 2020 program consolidation, the SJU has adopted STELLAR as a collaborative 
platform, an example of meetings and milestones through STELLAR is presented in Figure 7, 
complementary to the H2020 Portal, for supporting specific SJU processes such as: 

• Project planning information and follow up 
• Deliverable assessment 
• Risks and Issues follow up 
• Communication and Dissemination Events follow up 
• Intermediate Review and Maturity Gate 
• Submission of SESAR Annual Report  

Furthermore, STELLAR provides access to a common library of information on: 

• Templates (e.g. SESAR templates) 

• Guidance material (e.g. Maturity Gate guidance) 

• Support (e.g. Helpdesk) 

Project data information will be kept up to date through the Change Management Process. 

As agreed, MDH will be responsible for updating all the needed documents on STELLAR while the 
partners will continue to use Microsoft Teams as the cooperative working environment. 
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Figure 7. Example in STELLAR shows meetings and milestones. 

H2020 Participant Portal 

It is the official EC Portal [6] i.e., SyGMa system for the submission of deliverables, technical and 
financial reporting, ethical requirements, and amendments [9]. Continuous reporting of the portal, 
update of Risk and Issues on the portal, and formal communication with SJU will be done according 
to H2020 general guideline. The Auditors will audit based on the information available at the portal. 
An example of continuous reporting through SyGMa system is presented in Figure 8. SyGMa system 
will be used specifically for: 

• Submission of project deliverables; 

• Periodic Technical & Financial Reporting; 

• Final Periodic Technical & Financial Reporting; 

• Risk & Issues Management; 

• Requests for Amendments; 

• Implementation of Ethics Requirements; 

• Submission of Final Project Results Report. 
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Figure 8. Example of SyGMa system 

Communication tools 

The Coordinator will set up a communication system to facilitate the cooperation. 

Electronic Mail (e-mail) will be the principal means of interpersonal communication. It is informal, 
fairly rapid, but best suited for non-critical information. 

The project mailing list has been created for technical issues and day-by-day project organisation and 
activities. The list is available at the Microsoft Teams as presented in Figure 9, where each tab is 
created for WPs, Scientific committee, Ethics committee, etc. The list also has the sub-list of the 
committees, their members, and contact details of the members. 
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Figure 9. Contact information of all partners 

 For a suitable use of e-mail, rules to be followed by ARTIMATION members include the following: 

• Use the official mailing list created for the ARTIMATION project; 

• It is recommended that each project participant looks at this e-mail at least once a day to see if 
there is any mail awaiting attention; 

• If you do not use the mailing list, address information ONLY to involved parties in communication: 
do not systematically put everyone in copy. 

• Use explicit Subject title: 

o An identifier appended in front of the subject line, like [ARTIMATION -]; 
o A clear indication of the content (for instance, “Meeting minutes 2021-02-17“). 

• Mailing list has a limit on the size of messages, so attachments should be avoided, in favour of 
document storage on the Microsoft Teams repository. The Microsoft Teams link to a particular file 
can be shown in the e-mail message instead of attaching a document. If you have to attach a file, 
please use ZIP files to compress information. 

Each ARTIMATION member will be in charge of asking for the registration to the concerned mailing 
list. 
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Another means of communication can be teleconferencing, a powerful tool for organising short 
meetings. They can be organised with short notice; participants only need a plain telephone or an 
internet connection set to participate and do not need to spend time travelling. 

There isn’t a call bridge dedicated to the ARTIMATION project. All partners can use their own call 
systems, such as Adobe Connect, Teams, Zoom, GoToMeeting, WebEx or Skype. 

 

Organisation of the meetings 

In the paragraphs below are described the best practices for the organisation of the ARTIMATION 
meetings. 

Types of meetings 

There are three types of meeting:  

i. face-to-face meeting,  

ii. video conference meeting,  

iii. conference call. 

The consortium has planned to physically meet for face-to-face meetings at least two times a year, 
where progress periodic meetings and PSC meetings will be co-located over a period of 1-1.5 days, at 
the premises of the project partners (chosen randomly giving equal opportunity to each partner to 
host meetings). MDH will be responsible of co-organising the project meetings together with the host 
partner. Meetings will be chaired by MDH and will take place as shown in Table 11.  

Table 11. List of foreseen face-to-face meetings 

Description Responsible partner Month 

Kick-off meeting  MDH M1 

1st half-year consortium meeting  UNISAP M6 

2nd half-year consortium meeting  ENAC M12 

3rd half-year consortium meeting  Deep Blue M18 

Final meeting  MDH M24 
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The consortium’s partners are located in many different European countries and the current 
pandemic situation may not allow travelling. So for the face-to-face meeting it is important to 
consider: 

• If another face-to-face meeting is scheduled at the same time, verify if it’s possible to join the 
different meetings in only one meeting in order to optimize the cost; 

• Evaluate the time and, if it’s possible, avoid critical timing (e.g., holidays, international events, etc.); 

• Evaluate how easy it is to reach the place and city choice; 

• Consider the precedent location of the face-to-face meeting giving equal opportunity to each 
partner to host meetings. 

• Check the travel restrictions of the host and the guest countries for COVID-19 Restrictions.  

 

Conference call meetings are foreseen to facilitate partners’ collaboration and facilitate the 
organisation of non-scheduled meetings. These meetings enjoy the same rules of the standard 
meetings and will be used for regular bi-weekly progress meetings, WP meetings, and whenever it is 
necessary. 

There isn’t a call bridge dedicated to the ARTIMATION project. All partners could use their own call 
systems (Skype, Adobe Connect, Teams, Zoom, WebEx or phone facility). 

Responsibilities of partners 

The hosting partner should give information related to arrival and departure times and, where 
appropriate, requirements for hotels. The hosting partner is responsible for the coffee breaks, 
lunches, and dinners organisation taking into account special meals, if needed, for people who ask 
for (gluten-free, vegetarian, etc.). 

A call bridge should be created to facilitate the participation of people who cannot join (ARTIMATION 
members or SJU representatives). 

Agendas and minutes will be prepared and shared by the chairperson of the meeting and shall be 
made available to all consortium members on the Microsoft Teams repository. 

Each Partner: 

• Should be present or represented at any meeting; 

• May appoint a substitute or a proxy to attend and vote at any meeting; and 

• Shall participate in a cooperative manner in the meetings. 
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Each participant to a meeting should contribute to the meeting preparation by providing in advance 
to the meeting: 

• Contributions to the agenda; 

• Preparation of presentations; 

• Working documents: normally the main subjects discussed during a meeting will be documented by 
discussion papers or presentations. As far as possible, these means should be distributed in advance 
and not during the meeting itself, since otherwise, the participants will be unable to prepare for the 
meeting; 

• Feedback on the minutes in case of disagreement; 

• Execution of actions and respect of decisions. 

The Coordinator will have the special responsibility of contributing to the definition of meeting 
objectives, the preparation of decisions, the agenda, and the minutes. 

The Coordinator for plenary, PMB and PSC meetings or the WP leader for the WP meetings will be 
the chairperson, unless decided otherwise. 

Agenda of the meetings 

Each meeting must have an agenda. 

The draft agenda should be distributed in advance (14 days for plenary, PMB, PSC and WP meetings, 
7 days for extraordinary meetings), to inform the participants about the topics to be discussed and to 
allow them to suggest changes to the agenda which must then be re-circulated. 

Comments and integration can be done before sharing the final agenda (it’s suggested 7 days before 
the ordinary plenary, PSC and PMB meetings; 2 days before WP meetings). 

The agenda lists the subjects which are planned to be discussed. It is an instrument to assist the 
facilitator in monitoring the meeting. Secretarial work is also minimised by a well-structured agenda. 

Each agenda contains some standard subjects with the following structure: 

• type of meeting 

• list of participants 

• <place> 

• <date> 

• <time> Opening and welcome. 
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• <time> Objectives of the meeting and agreement about the agenda. 

• <time> Remarks on previous minutes (only if applicable). 

• <time> Action points (only if applicable). 

• <time> Meeting specific subjects. 

• Explanation of subject (issues to decide upon, actions to decide, etc.) 

• … … 

• <time> Sum up and closing: 

 Date and place of next meeting(s) (only if applicable) 

 Define list of open issues. 

 Summarise decisions and actions list. 

<place> is the location of the meeting, <date> is the day for which the agenda is valid; multiple-day 
meetings have an agenda for each day. <time> defines the planned time to start discussion on a 
topic. 

If breaks, lunch, and dinner are planned, these events should be included in the agenda. 

During a meeting, this agenda can be modified by adding items if it’s necessary. 

The template for the Agenda is available in the Folder Templates on the ARTIMATION Microsoft 
Teams repository. 

Minutes 

Particular attention must be given to the follow-ups of the meeting: send the minutes quickly, check 
commitment on decisions and actions with absent Partners, check that decisions are respected, and 
actions executed. 

The Coordinator for general meetings or the WP leader in charge of the agenda is in charge of the 
minutes. He can appoint a person to produce a written minute which shall be the formal record of 
what is discussed during the meeting. This minute shall be sent to all project members (it’s suggested 
not over 10 calendar days of the meeting). The minutes shall be considered as accepted if no one has 
sent an objection (It’s suggested 7 calendar days over). 

When members from SJU participate in a meeting, the SJU members will be asked for acceptance of 
the minutes. In case there is no reply, a reminder will be sent to them. There will be a 2-weeks 
duration in which they may comment on the matter.  

The minutes will therefore constitute a sort of “pocket handbook” with all the data that each of the 
participants will always have to keep an eye on. 
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The minutes will reflect major issues that have been discussed. All minutes of periodic meetings will 
have the same structure. Minutes should contain the following information: 

• meeting date; 

• location; 

• author; 

• participants; 

• objective of the meeting (brief); 

• actual agenda; 

• list of documents distributed during the meeting with reference to the author (if applicable); 

• and for each point addressed as part of the agenda: 

o summary of discussion (if relevant); 
o decision; 
o open issues; 
o action; 
o supporting information (if relevant). 

• summary of the action list; 

• place and date of the next meeting (if applicable). 

The template for the Minutes is available in the Folder Templates on the ARTIMATION Microsoft 
Team repository. 

 

Project Intermediate Review meeting:  

The Project Intermediate Review Meeting is planned at T0+15. It is a formal H2020 review, aimed at 
assessing the progress on the project and steering the project to achieve the expected quality and 
maturity at the Project Gate (Final Review). Top-level Risks and Issues will be reviewed to ensure 
appropriate actions. A Review Report will be issued by the SJU through the H2020 Portal. It is 
supported by  

 1st H2020 Periodic Technical and Financial Report (by T0+14) 

 a presentation summarizing the progress and technical results achieved during the first 14 
months  
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 template will be provided by the SJU 

 

Final Review and Closure Meeting: 

A Final Review Meeting will take place for assessing the achieved Maturity. A discussion will take 
place on the project's scientific results as documented in the Final Project Results Report and on the 
achievement of project objectives, the outcome of communication and dissemination activities, and 
recommendations for the next R&D Phase. It will then review the pending actions and formally close 
the project.  

 

 

Deliverable Process 

All deliverables will be written with contributions from several partners. In order to minimise the 
effort for handling such documents. It is hence important to agree on standards for formats and tools 
to be used in document editing and exchange following an agreed delivery process to assure their 
consistency and their quality and minimise the risk that deliverables will be rejected by SJU. 

All the editors shall complete the Document History with all the details requested for each 
contribution (edition, date, status, author, justification). 

General Documentation Standards 

The naming convention for deliverables is the following: 

Dx.y_shortname_v00.00.00 

where: 

• Dx.y is the deliverable number, as reported in the cover page of the document, where x is the 
workpackage number; and y is a number for each deliverable. The resulting identifier must be one 
of those listed in List of Deliverables of the DoA. 

• shortname is a brief name, decided by the document’s author(s), that can be easily related to 
the document content (it can be the title of the deliverable as in the DoA); 

• vn.mm.pp is the document version. 

o Working drafts = last two digits: 00-99 = 00.00.xx. 
o (First) draft for submission/review: 00.01.00 
o Subsequent working drafts to use last digits’ couple again, e.g. 00.01.01 
o Accepted (first) version (SJU): 01.00.00 
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The version number has to be also visible on the front page and in the headline of each page. 

All relevant documents will include a document history showing the evolution of the document. The 
authors of a document and the internal approval process will be included in each document. Some 
contractual obligations have to be taken into account [1]. 

JU logo and EU emblem have to be displayed. The following disclaimers have to be included: 

• Funding: “This project has received funding from the SESAR Joint Undertaking (JU) under grant 
agreement No 894238. The JU receives support from the European Union’s Horizon 2020 research 
and innovation programme and the SESAR JU members other than the Union”. 

• Copyright: “© – [2021] – [ARTIMATION]. All rights reserved. Licensed to the SESAR Joint 
Undertaking under conditions.” 

The Short-Deliverable Policy 

The right size for a given deliverable depends largely on the topic, the purpose, etc., but very long 
deliverables create several problems: 

• It takes longer to write and revise them; 

• They are not readable and prone to lose the focus. 

Therefore, we must design deliverables to be clear about the objective, and then be very concise 
about the content to include in the documents. The focus must be clear and specific. Repeating 
content from other documents must also be avoided (always use references for that). 

It is of utmost importance to have a clear Executive Summary, an Introduction containing the 
objectives and the structure of the document, as well as a Conclusions section. 

All the project official documents will be produced according to the templates and guidelines 
supplied by the SJU at the beginning of the project. 

The official editing tool for deliverables will be Microsoft Word 2010 or newer. Other editing suite 
tools can be used under the following conditions: 

• Deliverable editor must agree with contributors in advance; 

• Deliverable editor must provide the template for the new format that must match with the official 
template provided by the SJU; 

• If a contributor does not use the selected editing tool/format, the deliverable editor is responsible 
for integrating the contributions in the official editing format/tool. 

Document Storage 
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All the project’s documents will be managed with Microsoft Teams and Stellar. 

This will reduce the exchange of the documents via email. The documentation that does not have to 
be edited, e.g., the documentation that has to be distributed externally to the Consortium, will have 
to be saved/converted/distributed in Portable Document Format (PDF). 

Interim deliverable versions and the final version should be kept in the project repository, in the 
corresponding deliverable folder for the availability of the consortium members. The final version will 
be also saved as a pdf file and submitted through the Participant Portal to the SJU. 

Public deliverables (once approved by the SJU) will be available on the ARTIMATION website. 

 

5.2 Quality Management Plan 

All project participants are involved in the quality assurance procedures. Each individual member 

of the project is directly responsible for: 

The quality of the work performed for the tasks under his/her responsibility. 

• The identification and implementation of preventive and corrective actions (if needed); 

• The identification of necessary improvements to the achieved results to meet the 

project's expected results. 

It is expected that constant quality checks will be applied during the production process of the 

deliverable and the final check will mainly involve a formal quality control. 

The quality assurance process will involve the following processes:  

1. Appointment of Deliverable Leader: This PMP document contains the first allocation of 

DL and each WPL, at the start of the work package, confirms or if needed changes 

him/her. The Deliverable Leader is responsible for the generation of the deliverable and 

will define its structure using the provided template and will collect information from 

contributing partners.  

2. Define quality control measure: The DL defines specific quality control measures and 

relative metrics for the internal review to check the quality of the Deliverable under 

his/her responsibility. The quality check will be done by means of the document review 

process.  

3. Document Review process:  

• Internal review: 

Step 1 DL Release: 15 working days before the Due Date, the DL (who have completed 

the collection of contributions) provides the document that is already considered of 
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acceptable quality (regarding contents and format). He/she must ensure that there will 

not be any inconsistencies across deliverables and the same terminologies are used 

across deliverables. 

The document is provided on the private cloud storage space SEAFILE and the WPL and 
the other partners are informed. 

Step 2 Reviewed Release: The document will be reviewed by all the Consortium 
Members. 

All the Reviewers check if the document meets expectations in terms of: 

i. the purpose of the document is achieved; 

ii. all the foreseen contents are completed and well described; 

iii. the contents of the document are consistent. 

Reviewers will check out the deliverable, review the document, enter the date on the 
second page behind their name to confirm that they have reviewed the document, and 
finally check in the document again. They will inform the DL about the review. The 
review should be completed 5 working days before the Due Date 

Step 3, Update DL release: After the document is reviewed, the DL will integrate the 

comments. He can assign tasks to the co-authors of the deliverable. The updated 

document will be shared on SEAFILE. When the comments are integrated, the DL informs 

the project coordinator about the status. This should happen 3 working days before the 

Due Date. 

4. Document Submission: When the Document Review process is completed, the PC will 

formally hands over the final deliverables to the SJU by uploading them on the dedicated 

STELLAR project page, for a quality assessment in view of their approval. 

He informs all the Consortium Members about this.  

The SJU assesses and evaluates the submitted deliverable and may: 

• Accept it in writing, in whole or in part, or make acceptance of the deliverable subject 

to certain conditions; 

• Request in writing certain clarifications or additional information, as appropriate. 

• Reject it by giving the appropriate justification in writing. 

If the SJU assessment requests clarifications, the project coordinator will forward the request 

to the DL. He/She will provide an answer to the request, if needed involves PC, and provide this 

to the project coordinator. He/she will check it and either ask the DL for further clarification or 

provide the clarification to the SJU. He/she will inform the Consortium Members about this. 
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If the SJU rejects the deliverable, the Project Coordinator will forward the justification provided 

by the SJU to the DL. The DL will be responsible to improve the deliverable accordingly and 

manage the collection of the new contributions. When the new DL version is ready, a new 

internal process starts. The PC will put the deliverable on the agenda for the next Consortium 

Members Meeting. The Consortium Members will discuss the deliverable and decide if further 

actions deviating from the process described here are necessary. 

Dissemination Level of deliverables 

All the deliverables are labelled as “Public” except for D 4. 1 Neurophysiological measure 

related to specific mental and emotional states, D4.2 Report on transparent AI models with 

explainability, D5.1 Report on lifelong ML framework with integration of causality, D5.2 Report 

on ML model and human interaction, D9.1 and D9.2 are as ‘Confidential’. Public deliverables 

will not contain sensitive information; for example, we will refer to the participants with 

pseudonyms and decontextualize their input in order to prevent their identification by the 

reader. If the necessity to include confidential information arises, this will be evaluated on an 

ad hoc basis and this information will be put in confidential annexes.  

 

Progress Reporting 

The action is divided into the following Reporting Periods [1]: 

 

• RP1: from month 1 to month 12; 

• RP2: from month 13 to month 24 

 

The coordinator must submit a periodic report within 60 days following the end of each 

reporting period. 

Each WP leader should submit a WP Report to the Project Coordinator, who assembles the 

parts and elaborates the Progress Report. 

The coordinator must submit to the SJU the technical and financial reports, including when 

needed the requests for payment, and must be drawn using the forms and templates provided 

by the SJU. 

Annual Progress Report/Intermediate Technical Report 

In addition to the H2020 Periodic Reports, the project will also submit three intermediate 

Technical Reports. The templates will be provided by SJU [SJU KoM]: 

• At T0+06,  

• At T0+18  
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• At T0+24 

 

Periodic Technical & Financial Reporting 

A Periodic Technical and Financial Progress Report shall be submitted via the H2020 Participant 

Portal within 60 working days following the end of the Reporting Period. 

The content of the Technical and Financial Progress Reports is detailed in the H2020 User 

Manual. An extract is provided below; however, the latest version of the H2020 User Manual 

remains the reference. 

 

Periodic Technical Report 

A Technical Progress Report shall provide a qualitative summary of the work performed 

according to H2020 guidelines. It consists of Part A and Part B: 

 Part A : Part A contains-  

1. The cover page 

2. A publishable summary, including: 

• An executive statement on the progress made and key issues; 

• Achievements made in the last reporting period, i.e. milestones, meetings, and tasks 

key data; 

• Main targets and events over the next reporting period. 

3. Tables covering issues related to the project implementation (e.g., Work Packages, 

Deliverables, Milestones, etc.) which includes: 

• Deliverables (indicating the % completion of deliverables); 

• Milestones; 

• Ethical Issues (if applicable); 

• Critical implementation risks and mitigation measures; 

• Dissemination & exploitation of results; 

• Impact on SMEs (if applicable); 

• Open Research Data (if applicable); 

• Gender. 
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4. The answers to the ‘questionnaire’, covering issues related to the action implementation 

and the economic and societal impact, notably in the context of the JU and the Horizon 2020 

key performance indicators and JU and the Horizon 2020 monitoring requirements. 

Part A is generated via the Participant Portal based on the information entered by the 

participants through the periodic report and continuous reporting modules. The participants 

can update the information in the continuous reporting module at any time during the life of 

the project. 

Part B: Part B  of the periodic technical report provides the narrative part that includes 

explanations of the work carried out by the beneficiaries during the reporting period. It will 

include: 

1. Explanations of the work carried out by all beneficiaries and linked third parties during 

the reporting period; 

2. An overview of the progress towards the project objectives, justifying the differences 

between work expected under Annex I and work actually performed, if any; 

3. An update of exploitation & dissemination plan (if applicable); 

4. An update of data management plan (if applicable); 

5. A follow-up of recommendations & comments from previous review(s) (if applicable); 

6. Any deviations from Annex 1 (DoA) (if applicable). 

Part B needs to be uploaded as a PDF document. It must be consistent with the template of 

Part B Periodic Technical report.  

 
Final Periodic Technical/Financial Report  
 
The Final Report covers the whole project and is composed of a Final Technical and a Final Financial 
part. It is delivered within 60 days from the completion of the Action. It is to be done by T0+26.  
  
In case not all deliverables have been submitted in time before the completion of the Action, the 
Project may ask for an extension, as an exception, using the Amendment procedure.  
 

Final Periodic Technical Report  
 
The Final Periodic Technical Report is a publishable summary of the entire project which provides:  
 
1. An overview of the project scope and objectives;  
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2. The achieved results and main conclusions, including a self-assessment of the TRL (Technology 
Readiness Level) achieved at the end of the project based on the criteria defined by SJU supporting 
the claimed project readiness to transfer its results to the next R&I phase;  

3. The performed communication and dissemination actions;  

4. The Exploitation and follow-up activities proposed for the next stage of the R&I lifecycle;  

5. The socio-economic impact of the project;  

6. An up-to-date link to the project website;  

7. Project logos, diagrams, photographs, and videos illustrating its work (if available).  
 
The final summary must be written in a style understandable for a non-specialist audience. The 
coordinator must ensure that none of the material submitted for publication includes confidential or 
'EU classified' information.  
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Final Periodic Financial Report  
 
The Final Periodic Financial Report includes the final summary financial statement that is 
automatically created by the system (consolidating the data from all individual financial statements 
for all beneficiaries and linked third parties, for all reporting periods) and that constitutes the request 
for payment of the balance.   
 

5.3 Software Management Plan 

ARTIMATION do not foresee any "Software Management Plan" to be developed since no particular 
software are planned to be used and developed for communication dissemination and exploitation 
activities (that will be carried out only by website and social as in Task 8.2 and as it will be described 
briefly in D8.1). Again, same for Task 6.2 "Conduction of the Validation Exercises" there is no plan to 
develop/produce any software outputs. However, MDH and ENAC will develop and use their own 
software and existing tools/API which will be managed by their own means e.g., in-house or public 
code repository. Here, we will follow the guideline from Software sustainability institute [9] 

 

5.4 Security Management Plan 

Data are expected to be encrypted as soon as possible on the collection endpoint, following a 
pseudonymization procedure that will remove all non-essential information for the data processing. 
The mapping between pseudonyms and actual identities, required to implement the right to data 
deletion which can be exercised at any moment by the data subjects, will be preserved by each data 
collector and will be visible to the data collector alone. The data collection endpoints should avoid 
any permanent storage of plaintext data, performing the pseudonymization and encryption on the fly 
as much as possible. 

The informed consent will report the time period in which the correspondence with the subject’s 
information will be kept. It will be limited to the validation outcomes. After that, all the recorded 
data will be completely anonymized, i.e., each association between collected data and subjects will 
be destroyed. All the partners will perform data elaboration storing data on encrypted volumes on 
their own machines to minimize the likelihood of an accidental data breach. In the case of a personal 
data breach, the controller will without undue delay and, where feasible, not later than 72 hours 
after having become aware of it, notify the personal data breach to the supervisory authority 
competent in accordance with GDPR rules, unless the personal data breach is unlikely to result in a 
risk to the rights and freedoms of natural persons. Where the notification to the supervisory 
authority is not made within 72 hours, it shall be accompanied by reasons for the delay. The 
controller prepared an internal policy to manage the event of a data breach in accordance with the 
GDPR (see 5.4.2). 
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DATA STORAGE 

Latest encryption techniques will be applied to all digital data. The encrypted data interchange 
format chosen for the project is OpenPGP, as it is an open standard, widely interoperable, and 
encryption/decryption software is available both with a user-friendly GUI and as a library for 
machine-to-machine communication, on the most common operating systems. 

All research encrypted data produced during ARTIMATION will be stored in two dedicated hard 
drives disconnected from the network, which will be stored in secured drawers; and/or on secured 
servers, with defined protocol that limit access to authorized personnel. The access to these hard 
drivers will be restricted to the authorised employees and secured by mean of a password.  
Furthermore, they will be connected in separated Network Attached Storage (NAS) and placed in a 
closet in a locked and private room. Password will be changed every 2 months. Paper data will be 
stored in secured drawers with access limited to authorized personnel. 

Personal data will be stored on private storage systems, which will deploy a local physical server 
maintained following the company's security policies and the storage and versioning software will 
implement Version Control, Access Control, SSL access and private key cryptography.  

DATA RETENTION 

Project documentation, including technical documents describing the results of research activities, 
will be archived after the end of the project in password-protected servers. 

DATA DESTRUCTION 

Data will be destroyed two years past the termination of the project. Paper data will be physically 
destroyed. Digital data will be overwritten to ensure that they are effectively scrambled and remain 
inaccessible. 

 

5.4.1 Pseudonymization Process at Local level 
Each raw data collected during the ARTIMATION project will be associated with a unique alpha-
numeric identifier. The per-user data resulting from the analyses and processing performed by each 
partner must be labelled with a unique and randomly chosen identifier specific for the user at hand. 
Data results in the platform are not associated with user’s identity: starting from the raw data, the 
partners will process the data and extract high-level information. 

The name of the research participant appears on the consent forms. All data in the platform is 
pseudonymized by assigning a user code to each participant. 

Information of the association between the code and the participant’s identity is stored in a specific 
Excel file, owned by each Data Controller (ENAC). The Excel sheet is secured through 256-bit AES 
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(Advanced Encryption Security) codification and password. The Data Controller is responsible for the 
Excel sheet security.  

The correspondence between the participant’s code and the participant’s identity is held in a suitably 
encrypted table held on a secure computer at the Data Controller’s premises, and anyway located in 
a different place with respect to the NAS containing data. Moreover, no reference about the 
participant’s code will be written on the respective consent form. 

The raw data collected during the ARTIMATION project will be encrypted by the partner who 
collected them. A copy of the encrypted data will be released only to the second partners who 
declared the willingness to access them.  

All data collected during the study through the platform is associated to the platform user. That 
means that all shared reports, results, internal communications and external publications do not 
contain any personal data of the participant. 

All the aforementioned procedures would minimize any possibility of data breach and ensure an 
adequate level of protection. 

 

5.4.2 Procedure in case of data breach 
The data breach consists of an accidental or illicit loss, modification, destruction, or disclosure of 
personal data. In case of a data breach, the Data Controller responsible for the leaked data must 
inform the National Data Protection Authority within 48 hours since it has been established the data 
breach. Moreover, the Data Controller responsible for the leaked data, according to the National 
Data Protection Authority provisions, must notify the data breach to all the subjects concerned and 
to the project partners.  
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