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1 Introduction 
This Project Management Plan presents information for the consortium members of the WASTE2FUNC 
project to understand the processes, procedures, roles, and obligations of each Partner. 

This document is the deliverable “D1.1 – Project Management Plan” of the European BBI-JU project 
“WASTE2FUNC: Lactic acid and biosurfactants sourced from sustainable agricultural and industrial (food) 
WASTE feedstocks as novel FUNCtional ingredients for consumer products”, project reference: 101023664). 

The processes and procedures described are to ensure an effective and clearly defined methodology to 
make sure that the Project is delivered as efficiently as possible. In the event of discrepancy between 
documents, this Management handbook is overruled by Grant Agreement including its Annexes and the 
Consortium Agreement with its possible addendums. 

The document will be updated regularly in order to ensure an effective and efficient running of the project, 
taking into account the any relevant variations of the innovation ecosystem conditions and of the 
stakeholders involved.  
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2 Project Overview 

2.1 Project Summary 

2.1.1 Abstract 

The WASTE2FUNC project aims to resolve supply chain hurdles towards the efficient conversion of food 
(crop) waste into two types of biobased functional molecules for use in home- and personal care 
applications: lactic acid and microbial biosurfactants, functionally outperforming or equaling their 
respective fossil-based and/or 1G biobased benchmarks. A new and sustainable biomass waste supply chain 
will be set up, in close interaction with the primary sector, by developing an ‘ad hoc’ registration- and 
collection system for erratic agricultural biomass waste and integrating this new biomass supply chain with 
an existing industrially available and continuous food waste stream , currently converted into biogas. This 
integration is crucial to build viable business cases associated with the WASTE2FUNC supply- and -value 
chains. The integration of the WASTE2FUNC biomass supply chain with new value chains based on the cost- 
and eco- efficient conversion of the waste biomass into market ready functional molecules for home- and 
personal care applications will be demonstrated. The value chains will be set up by (interaction with) all 
relevant key stakeholders: farmers and their representatives, primary crop-/food processors, food 
processors and -retailers, food waste collectors, technology owners for bio-based process, scale up facilities, 
product developers and -retailers in the respective sectors of application (home- and personal care) (B2B 
and B2C), regulators and last but not least the consumer . This interaction will be key to define benefits 
required for the farmers, regulatory- and processing hurdles, product developer- and consumer 
requirements and -constraints. Together with environmental, economic, social and regulatory analyses and 
constant optimization, performed by the WASTE2FUNC project partners, this will decrease CO2 emissions 
with at least 20% and increase value from waste with 2-10 fold and create (high tech) jobs for the primary- 
and downstream sector in Belgium and Europe.  
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2.1.2 Participants 

The list of participants to the project are listed in Table 1. It can also be found in the Grant Agreement and 
Consortium Agreement. Note that all participants enter the project at the start date, month 1 and exit the 
project at the end date, month 42. 

Table 1: List of participants 

 Participant Organization Name Short Name Country 

1 BIO BASE EUROPE PILOT PLANT VZW  BBEPP  Belgium 

2 UNIVERSITEIT GENT  UGent  Belgium 

3 TRIPLE W LTD  3PLW IS Israel 

4 CITY UNIVERSITY OF HONG KONG CityUHK  Hong Kong 

5 ECOVER CO ORDINATION CENTER NV ECO  Belgium 

6 CRODA EUROPE LTD CRO  United Kingdom 

7 EVONIK OPERATIONS GMBH  EVO  Germany 

8 ORGANIC WASTE SYSTEMS NV  OWS NV  Belgium 

9 ARCHE  ARCHE  Belgium 

10 NNFCC LIMITED  NNFCC  United Kingdom 

11 INNOVATIESTEUNPUNT VOOR LANDBOUW 
ENPLATTELAND  

ISP  Belgium 

12 BIOGAS SOLUTIONS  GODBM&T  Belgium 

 

2.1.3 Project duration, budget and BBI-JU contribution 

The effective start of the project is 01.06.2021, and the project ends 42 months later, on 30.11.2024. 

The project is funded by the Bio-Based Industries Joint-Undertaking (BBI-JU), it has a total budget of 
13,965,851.75 of which a ‘maximum grant amount’ of € 6,703,878.85 is financed by BBI-JU. 

The budget detailed per beneficiary and the corresponding contribution of each beneficiary is detailed in 
the Annex 2 to the Grant Agreement – Estimated budget of the action. 

2.1.4 Contractual documents 

2.1.4.1 Grant Agreement 

The Grant Agreement is the contractual agreement between the Bio Bases Industries Joint Undertaking (BBI 
JU) and the project Partners (listed in Table 1). This document sets out the rights and obligations and the 
terms and conditions applicable to the grant awarded to the beneficiaries for implementing the action. 

The Grant Agreement number is: 101023664. It is composed of: 

 Terms and Conditions 
 Annex 1 Description of the action 
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 Annex 2 Estimated budget for the action 
 Annex 2a Additional information on the estimated budget 
 Annex 3 Accession Forms 
 Annex 4 Model for the financial statements 
 Annex 5 Model for the certificate on the financial statements 
 Annex 6 Model for the certificate on the methodology 

The Grant Agreement must be available to all project participants. It is the reference document detailing 
the grant; the rights and obligations of the parties; the roles, responsibilities, and relationship of the 
beneficiaries; and a detailed description of the action. 

The Grant Agreement and its annexes can be circulated by the Coordinator upon request, can be found on 
the SYGMA platform of the EU Funding and Tenders portal and on the WASTE2FUNC sharepoint website. 

Amendments to the Grant Agreement 

An amendment to a Grant Agreement (GA) is a legal act modifying the commitments stated in the Grant 
Agreement and which may create new rights or impose new obligations on the parties. It allows the 
Consortium to modify the GA during its lifetime. 

The party requesting an amendment must submit a request for amendment signed in the electronic 
exchange system (see Article 52 of the GA). 

The coordinator submits and receives requests for amendment on behalf of the beneficiaries (see Annex 3 
of the GA). 

If a change of coordinator is requested without its agreement, the submission must be done by another 
beneficiary (acting on behalf of the other beneficiaries). 

The request for amendment must include: 

- the reasons why; 
- the appropriate supporting documents, and 
- for a change of coordinator without its agreement: the opinion of the coordinator (or proof that 

this opinion has been requested in writing). 

If the party receiving the request agrees, it must sign the amendment in the electronic exchange system 
within 45 days of receiving notification (or any additional information the JU has requested). If it does not 
agree, it must formally notify its disagreement within the same deadline. The deadline may be extended, if 
necessary for the assessment of the request. If no notification is received within the deadline, the request 
is considered to have been rejected. 

An amendment takes effect on the date agreed by the parties or, in the absence of such an agreement, on 
the date on which the amendment enters into force. 

For more detailed information about Project Changes (amendments to the G.A), see chapter 11. 

2.1.4.2 Consortium Agreement 

The Consortium Agreement is the internal contract of the consortium partners which is signed and is 
accepted by all partners. It defines the Consortium internal rules for project management as well as the 
Consortium organization and decision taking mechanisms. In case of discrepancy, the Consortium 
Agreement is overruled by the Grant Agreement. 
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The project Consortium Agreement will be also available for all partners on request and on the 
WASTE2FUNC sharepoint website. 

3 Project structure 
The details of how the project is going to be carried out are written in the Annex 1 of the Grant Agreement; 
the description of the action (DoA). Where the Part A of Annex 1 is generated by an IT system and mainly 
summarizes the implementation of the action in work plan tables. Part B is the narrative part of the DoA. In 
the following sections we will give a short overview of the project implementation, the list of Work Packages, 
the list of Deliverables, the milestones, and the project efforts. Please refer to the Annex 1 of the GA if more 
detailed information is needed. 

3.1 Work package overview 

The WASTE2FUNC projects is organized in 8 different Work Packages (WP). They are summarized in the 
Table 2 below. 

Table 2: List of Work Packages 

Number Title Lead 
Beneficiary 

Person 
months 

Start 
month 

End 
month 

WP1 Project Management  BBEPP  28.50  1  42 

WP2 Mapping, de-risking and optimizing 
biomass waste feedstock supply 
chains 

NNFCC  28.00  1  40 

WP3 Demonstration and optimization of 
biosurfactant and lactic acid 
production  

BBEPP 784.00  1  40 

WP4 Development and testing of end 
product prototypes  

BBEPP  42.50  9  42 

WP5 Environmental and regulatory 
analysis  

OWS NV  35.00  1  42 

WP6 Multi-Actor Business model 
development and roll-out  

NNFCC  50.50  3  42 

WP7 Communication and dissemination  BBEPP 29.50  1  42 

WP8 Ethics requirements BBEPP  N/A  1  42 

The timing of the Work Packages implementation, with the breakdown by Tasks, is shown the project Gantt 
Chart on Figure 1 below. Figure 2 is the Pert diagram, summarizing the Work Packages, their Tasks and the 
work plan integration. 
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Figure 1: WASTE2FUNC GANTT CHART 
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Figure 2: WASTE2FUNC Pert diagram 

3.2 Deliverable list 

The project Deliverables are summarized in Table 3 below. They are sorted chronologically by the 
submission date. The due date of Deliverable is always given in project month, M1 being the starting month 
and M42 the end month. The Deliverable must be submitted by the Coordinator by the last working day of 
the submission month (e.g., if the deadline is M2, the Deliverable must be submitted before 23:59 Friday 
30th of Jule 2021.). For more details on Deliverables, please refer to section 7 of this report. 

Table 3: WASTE2FUNC Deliverable list 

Number Title Lead 
beneficiary 

Type1 Dissemi-
2nation 

Due 
Date 

D1.1 Project Management Plan BBEPP R PU 2 

D1.3 Templates for data exchange BBEPP R PU 3 

D1.5  KPI & Impact Questionnaire 1 BBEPP O CO 4 

D2.1 Outline value chain and identification of key actors NNFCC R CO 4 

 

1 R= Report; D= Demonstrator; O= Other; OPRD= Open Research Data Pilot 
2 PU= Public; CO= Confidential, only for members of the consortium (including the Commission Services). 
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D1.9 Data Management Plan BBEPP ORDP PU 6 

D7.1 Report of primary stakeholder focus group 
workshop 1 

ISP R PU 6 

D7.6 Launch of WASTE2FUNC website and press release BBEPP W PU 6 

D7.7 Establishment of WASTE2FUNC Stakeholder Focus 

Group 

NNFCC R PU 6 

D7.8 Report of Stakeholder Focus Group workshop 1 NNFCC R PU 6 

D7.13 Plan for Dissemination, communication and 

exploitation of results ready 

BBEPP R PU 6 

D8.1 Copies of import/export authorisations, as required 
by national/EU legislation must be submitted as a 
deliverable. 

BBEPP   6 

D8.2 The applicant must clarify if human cells and tissues 
are used for the in vitro testing by EVONIK and if 
appropriate, must submit information about the 
source of them and relevant documentation 
(copies of relevant documents for using, producing 
or collecting human cells or tissues, e.g.: ethics 
approval, import licence, 
accreditation/designation/authorisation/licensing). 
The documents must be submitted as a deliverable. 

BBEPP and 
EVO 

  6 

D1.4 Internal workshop about gender issue management BBEPP R PU 8 

D3.3 Establishment of dedicated WASTE2FUNC demo 
process lines at GODBM&T 

TripleW R CO 9 

D2.2  Completion of feedstock resource appraisal NNFCC R PU 12 

D3.4 Establishment of dedicated WASTE2FUNC demo 
process lines at BBEPP 

BBEPP R CO 12 

D5.1 Gap analysis for registration of 2G LA performed ARC R CO 12 

D5.2 Gap analysis for registration of microbial BSs 
performed 

ARC R CO 12 

D5.3 Review of the requirements per legislation ARC R CO 12 

D7.2 Report of primary stakeholder focus group 
workshop 2 

ISP R PU 12 
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D7.9 Report of Stakeholder Focus Group workshop 2 NNFCC R PU 12 

D3.1 Report on the optimized production and 
purification processes for LA 

TripleW R CO 15 

D1.6 KPI & Impact Questionnaire 2 BBEPP O CO 16 

D1.2 Project Management Plan: revision BBEPP R PU 18 

D3.2 Report on the optimized production and 
purification processes for Microbial BSs 

UGENT R CO 18 

D4.1 Report on 2G LA characterisation ECO R CO 18 

D5.4 Set up and Intelligent Testing Strategy (ITS) for data 
gap filling 

ARC R CO 18 

D7.3 Report of primary stakeholder focus group 
workshop 3 

ISP R PU 18 

D5.8 Intermediate sustainability report (environmental, 

economic and social impacts) 

OWS R CO 20 

D7.14 Plan for Dissemination, communication and 

exploitation of results revision 

BBEPP R PU 20 

D4.2 Report on 2G LA formulation development ECO R CO 24 

D7.10 Report of Stakeholder Focus Group workshop 3 NNFCC R PU 24 

D4.3 Spec sheets containing characteristic 
physicochemical data of 2G microbial BSs 

EVO R CO 26 

D1.7 KPI & Impact Questionnaire 3 BBEPP O CO 28 

D2.3 Registration system in place and validated ISP R PU 30 

D7.4 Report of primary stakeholder focus group 
workshop 4 

ISP R PU 30 

D4.4 Report on formulation development work on 2G 
microbial BSs 

EVO R CO 32 

D5.5 Toxicity experiments performed UGent R CO 36 

D7.11 Report of Stakeholder Focus Group workshop 4 NNFCC R PU 36 

D7.15 Online video available for WASTE2FUNC BBEPP W PU 36 
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D2.4  Integration of registration and collection system in 
place and validated 

ISP O PU 38 

D4.5 Formulation prototypes with 2G microbial BSs and 
2G LA demonstrated 

ECO D CO 38 

D1.8 KPI & Impact Questionnaire 4 BBEPP O CO 40 

D3.5 Report on the demonstration of the optimized 2G 
LA at 1-15 m³ scale 

TripleW R CO 40 

D3.6 Report on the demonstration of the optimized 2G 
microbial BSs at 1-15 m³ scale 

BBEPP R CO 40 

D5.6 Overview of regulatory framework associated with 
WAST2FUNC feedstocks 

ARC R CO 40 

D5.7 Robust Study Summaries (RSS) in IUCLID 6 ARC R CO 40 

D6.1 Market and technology costs appraisal NNFCC R CO 40 

D6.2 Assessment of opportunities for job creation NNFCC R CO 40 

D4.6 Report on market feedback of WASTE2FUNC 
prototype formulations for home- and personal 
care markets with 2G microbial BSs 

EVO R CO 41 

D4.7 Report on market feedback of WASTE2FUNC 
prototype with 2G LA 

ECO R CO 41 

D4.8 Report on market research, claims packages and 
Commercialization justification 

BBEPP R CO 42 

D5.9 Final sustainability report (environmental, 

economic and social impacts) 

OWS R CO 42 

D5.10 C2C MH certificate for the WASTE2FUNC 
biochemicals 

ARC R PU 42 

D6.3 Business case for investment in ‘first of a kind’ 2G 
LA plant 

NNFCC R CO 42 

D6.4 Business case for investment in ‘first of a kind’ 2G 
microbial BSs plant 

NNFCC R CO 42 

D6.5 Business case for investment in an integrated 
biorefinery concept for 2G LA and 1G BSs 

NNFCC R CO 42 

D6.6 Investment teaser for WASTE2FUNC 2G LA NNFCC R CO 42 

D6.7 Investment teaser for WASTE2FUNC 2G BSs NNFCC R CO 42 
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D7.5 Report of primary stakeholder focus group 
workshop 5 

ISP R PU 42 

D7.12 Report of Stakeholder Focus Group workshop 5 NNFCC R PU 42 

3.3 Milestones list 

Milestones are defined to ensure that progress is being made, in time and in-line with the expected impacts. 

The Milestones are a tool for the project management to mark major progress points that must be reached 
by a certain date to ensure the project success. The WASTE2FUNC Milestones are not subject to the same 
review process as the Deliverables. Each milestone will be assessed against a quality criterion by the Project 
Coordinator and progress, or completion status will be logged and reported to the Project Executive Board 
as an indicator of progress. 

The list of milestones is given in the Grant Agreement Annex 1 Part A – 1.3.4 WT4 List of milestones. The 
list is shown on Table 4 below, however, here the list is sorted chronologically in function of the due date. 

Table 4: WASTE2FUNC Milestones list 

Number Title Lead 
Beneficiary 

Due 
date 

Means of verification 

MS1  Project Management Plan ready BBEPP 2 Project Management Plan 
ready - report submitted 

MS18 Stakeholder Focus Group established NNFCC 6 Stakeholder Focus Group 
established: Member list 
available, report submitted 

MS22 Communication strategy in place BBEPP 6  Communication strategy in 
place - strategy outlined 

MS3 Mapping industrialand agricultural waste 
and side streams in Belgium and Europe 
ready 

NNFCC 12 Mapping industrial and 
agricultural waste and side 
streams in Belgium and 
Europe ready – report 
submitted 

MS9 Dedicated equipment in place in the 
demo installations at BBEPP and 
GODBM&T 

BBEPP 12 Dedicated equipment in 
place in the demo 
installations at BBEPP and 
GODBM&T - Demo 
equipment available and 
functional 

MS13 Gap analysis performed ARCHE 12 Gap analysis performed - List 
of regulatory hurdles 
available, reports submitted 

MS2 Project Management Plan revised BBEPP 18 Project Management Plan 
revised - report submitted 
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MS6 WASTE2FUNC production processes 
optimized and locked 

UGent 18 WASTE2FUNC production 
processes optimized and 
locked - report submitted 

MS7 Sufficient material available to start 
regulatory studies 

BBEPP 18 Sufficient material available 
to start regulatory studies - 
Validated production runs 
performed for W2F products 

MS21 Stakeholder issues and solutions defined NNFCC 24 Stakeholder issues and 
solutions defined – Analysis 
performed of all reports 

MS11 Products characterized & formulations 
defined 

ECO 26 Products characterized & 
formulations defined -
reports submitted 

MS8 Sufficient material available for 
prototype formulation development 

BBEPP 28 Sufficient material available 
for prototype formulation 
development – Sufficient 
product from demo 
fermentation and 
purification 

MS14 Toxicity data available UGENT 36 Toxicity data available - 
report with toxicity data 
available 

MS23 Project Video Online BBEPP 36 Project Video Online – Video 
online, report submitted 

MS4 Biomass registration and collection 
system ready for implementation 

ISP 38 Biomass registration and 
collection system ready for 
implementation - 
Website/app online for 
registration and collection 

MS12 WAST2FUNC consumer prototypes 
demonstrated 

ECO 38 WAST2FUNC consumer 
prototypes demonstrated - 
m3 scale biobased 
formulation prototypes 
available 

MS5 Waste feedstock map updated NNFFCC 40 Waste feedstock map 
updated - database updated 

MS10 Manufacturing processes with certain 
productivities, yields on substrate and 
purities demonstrated for biochemicals 
(values confidential) 

BBEPP 40 Report submitted 

MS16 Market study and TEA  study ready NNFCC 40 Market study and TEA study 
ready - report submitted 
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MS15 LSCA models optimized and validated OWS NV 42 LSCA models optimized and 
validated - report submitted 

MS17 Multi actor business models and 
investment teasers available for the LA 
and BS Flagships 

NNFCC 42 Multi actor business models 
and investment teasers 
available for the LA and BS 
Flagships - report submitted 

MS19 Stakeholder Focus Group meetings 
organised (5) 

NNFCC 42 Stakeholder Focus Group 
meetings organised (5) - 
reports submitted 

MS20 Primary Stakeholder Focus Group 
meetings organized (5) 

ISP 42 Primary Stakeholder Focus 
Group meetings organized 
(5) - reports submitted 

3.4 Project efforts 

The Table 5 presented in this section compiles the person-months resource allocated to each Partner 
broken down by Work Packages. 

Table 5: Summary of project effort in person-months 

 WP1 WP2 WP3 WP4 WP5 WP6 WP7 WP8 Total 

1- BBEPP 19  7  144  2  2.50  5  9.50  ✓ 189 

2- UGENT 2  0  53  2  2  1  2  62 

3- 3PLW IS 2 1.5 434 3.5 2 8 2  453 

    3PLW BE 0 0.5 132 0.5 0 0 0  133 

4- CityUHK 0.5 0 11.5 0 0 0 0  12 

5- ECO 0.5 0 0.5 11 1 1 1  15 

    PAD UK 0 0 0 3 0 2 0  5 

6- CRO 0.5 0 0 7.5 0.5 0.5 0  9 

7- EVO 0.5 0 0 12 1 2.5 1  17 

8- OWS 0.5 0.5 0 0 13 1 0  15 

9 ARCHE 0.5 0 0 0 9 0.5 0  101 

10- NNFCC 1 7 0 0 3 20 5  36 

11- ISP 0.5 9.5 0 0 0 7 7  24 

12- GODB 
M&T 

1 2 9 1 1 2 2  18 

Total 28.5 28 784 42.5 35 50.50 29.5  998 

 



Deliverable 1.1: Project Management Plan 

©WASTE2FUNC consortium   Page 21 of 40 

4 Management structure and management procedures 
The WASTE2FUNC Management consists of two levels: a decision-making level and an executing level. The 
figure below gives an overview of this structure. The structures and procedures for management of 
WASTE2FUNC are described in detail in the following paragraphs. 

 
Figure 3: WASTE2FUNC management structure 

Strategic level management decisions that pertain to major changes in the running of the project will be 
made by a Supervisory Board (SB) chaired by the project coordinator and composed of one representative 
from each consortium partner. Day to day project management will be in the responsibility of a scientific 
management team that will be a subgroup of the SB. This team will be led by the project coordinator and 
will be composed of three additional managers with responsibility for (i) scientific coordination, (ii) risk & 
communication & exploitation management, and (iii) financial and administrative coordination. The 
scientific manager will chair a Scientific Management Team composed of the WP leaders and individual 
collaborators responsible for the coordination of day to day research activities. The SB and the Scientific 
Management team will meet every six months (i.e. 7 project meetings in total). Both meetings will be timed 
to coincide. Project collaborators will have more frequent contact with each other through skype meetings, 
telephone conferences, email, face to face. Each partner also has an exploitation manager. The difference 
between the exploitation manager in the scientific management team, and the partner exploitation 
managers is that the former is responsible for fostering the exploitation of the microbial biosurfactants as 
ingredients of cosmetic- or personal care applications, whereas the exploitation manager of the different 
partners are following up the exploitation of the knowledge that their organisations developed in 
WASTE2FUNC, and that can be used for other purposes as well (spill-over effects, see Impact section). 

In the table below, the main management levels and their responsibilities are listed. The role of the different 
board members is explained in the table below. 

Supervisory 
board 

Chairperson 

 

Board Members 

 

 

 

 

Responsibilities 

 

Project coordinating Team (Sofie Lodens and Sophie Roelants) 

Operational project manager (Sofie Lodens)  

Risk and Exploitation Manager (Sophie Roelants) 

Financial managers (Luc Helsen and Wannes Heirbaut) 

Administrative manager (Charlotte Gijselinck) 

One member from each partner 

Main decision-making body 

Simple majority vote 

Overall project strategy 
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Meetings 

Budget & resource monitoring 

Conflict resolution 

Monitoring and approval of dissemination 

Monitoring and approval of IP arrangements 

Risk management 

Monitoring of ethical and sustainability obligations and issues 

Reporting to EU 

Innovation management decisions 

The detailed responsibilities and tasks are described in the project’s 
Consortium Agreement. 

At least every six months 

Project 
coordination 
team 

Members 

 

Responsibilities 

 

 

 

 

Meetings 

Project coordinator, Scientific manager, Risk and Exploitation 
Manager, Financial managers, Administration manager 

Executive body responsible for the day-to-day management of the 
project. Informal team that assures a good interaction between the 
supervisory level and the executive level, and a smooth organization 
of the project. 

The detailed responsibilities and tasks are described in the project’s 
Consortium Agreement. 

Frequent (minimum every 2 weeks), informal, short communication 
lines 

Scientific 
Management 
Team 

Chairperson 

Board Members 

Responsibilities 

 

 

 

 

 

 

 

 

Meetings 

Scientific manager 

WP leaders 

Executive body responsible for the management of the project 

Day to day coordination of project 

Implementation of overall workplan 

Coordination of reporting 

Proposing and reviewing changes to work plan 

Resolution of scientific and technical issues 

Conflict resolution 

Innovation management: identification of questions and 
opportunities 

Setting up and implementing a risk mitigation plan 

Risk management 

At least every six months, more frequent interactions by skype, email, 
phone, face to face 

Work 
package 
teams 

Chairperson 

Board Members 

Responsibilities 

 

 

Meetings 

Work package Leader 

Project collaborators on work package 

Resolution of day to day technical issues 

Preparation of reports 

Knowledge transfer activities 

At least every six months in person, more frequent interactions by 
skype, email, phone 
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Exploitation 
team 

Chairperson 

Board Members 

 

Responsibilities 

 

 

Meetings 

Risk and Exploitation Manager 

Scientific manager 

Exploitation managers from partners 

Capitalizing on the economic exploitation potential of the project 
results  

Getting input of end-users regarding their needs, and regarding 
project specifications 

At least every six months, more frequent interactions by skype, email, 
phone 

Key Positions 

Project coordinator Team: Sofie Lodens and Sophie Roelants (BBEPP) 

Safeguards and monitors progress on project objectives, deliverables and milestones; represents the 
consortium towards the EC; ensure adequate information flows; monitoring of partners’ compliance with 
their obligations; collecting, reviewing and submitting reports and deliverables to the EC; preparation of 
Board meetings and monitoring implementation of decisions. S. Roelants was the operational manager of 
CARBOSURF (BBI JU project) 

Operational manager: Sofie Lodens (BBEPP) 

Ensures the realisation of the projects’ scientific objectives and quality of the outputs for all work packages. 
This includes audits of scientific performance and ensuring the links and relevance of results to the business, 
economic and social objectives of the project. The scientific coordinators will keep track of the content of 
project activities and will give R&D related feedback to the Project Coordinator based on progress reports 
and ongoing observations. She takes necessary actions towards WP Leaders to ensure quick resolution of 
any content related issues.   

Risk and Exploitation manager: Sophie Roelants (BBEPP)  

Responsible for risk management and for capitalizing on the economic exploitation potential of the project 
results. As a risk manager, her task is to identify potential risks, define and implement risk mitigation 
measures (see WP5). As an exploitation manager, she will identify exploitable results and engage with 
potential business partners. Sophie will also coordinate external project communication and dissemination, 
participation in conferences, publications, etc. Besides Sophie, each partner has an exploitation manager. 
His/her role is to identify the potential for exploiting results and new knowledge that was built up in their 
organisation. In principle, the exploitation managers will be the business development managers of each 
partner. They will interact with the consortium by attending the meetings, and/or (informing their) 
supervisory board (representative) about interesting opportunities.  

Financial manager: Luc Helsen and Wannes Heirbaut (Bio Base Europe Pilot Plant) 

Coordinates administrative, legal and financial aspects of the project, including: defining clear 
administrative procedures; keeping the day-to-day financial project administration; financial control; 
preparing progress and final reports to the EC; transfer EC payments to all partners. 

Administrative manager: Charlotte Ghijselinck (BBEPP) and Anneleen De Vriendt (BBEPP) 

Communication within the consortium, planning and monitoring of consortium meetings, managing the 
deliverables, reports and cost statements. The administrative managers work in close cooperation with the 
financial manager and project coordination team. 

WP leaders: Safeguarding the professional and scientific quality of WP activities and outputs; coordinating 
and steering the work of individual project collaborators engaged in their WP; reporting on progress of 
activities to the project- and administrative coordinator. The WP leaders are Sofie Lodens (WP1) and Sophie 
Roelants (WP3 and WP4) from BBEPP, David Turley from NNFCC (WP2 and WP6), Steven Verstichel from 
OWS (WP5) and Katrien Molders (WP7) from BBEPP. 
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To enable optimal and thorough inputs and interactions between all value chain actors, a ‘Stakeholder 
Forum’ will be set up within WASTE2FUNC. This forum will allow the WASTE2FUNC consortium to capture 
inputs from all relevant stakeholders along the value chain. An important aspect of this forum is the 
‘WASTE2FUNC Stakeholder focus group’, which will gather all (representatives of) actors in the value chains: 
B2B, B2C companies, regulatory bodies, cooperatives representing farmers (e.g. project partner ISP, but 
also COPA COGECA for Europe), consumer organisations, journalists. Twice a year, Stakeholder Focus Group 
meetings will be organized to inform the stakeholders about the projects aims and results and gather their 
feedbacks and inputs to tweak and finetune specific aspects of the value chains. 

5 Internal Communication 
Having good communication within the consortium is one of the key elements of innovation management 
and decision making. It is essential to lead the project to completion in the best possible manner for all. 

5.1 Extranet 

A WASTE2FUNC MS Sharepoint is created to store documents to facilitate the exchange of information 
among partners. A structure was set by BBEPP to simplify the storage and search of documents. Each user 
has received access to this sharepoint via email. 

BBEPP is the administrator and will add extra users on request of the partners. 

An overview of last and often used files, and latest posts is available on the landing page in the section called 
“Start”. When clicking on “Documents”, you will see all the folders and files you currently have access to. 

It is possible to conversations via chat with users via t MS Teams group. 

5.2 Emails 

Emails are the primary mean of communication within the WASTE2FUNC consortium. 

Emails should be sent only to the members concerned by the matter discussed in the email. The contact 
details list giving the details of each partner is available on the WASTE2FUNC sharepoint websit. Otherwise, 
it can be requested to the Project Coordinator who has a saved copy. 

5.3 Video-calls 

Video-calls are a recommended cost-effective way for meetings. The only Consortium Bodies that organise 
physical meetings are the Supervisory board meetings or the Project Coordination Team meetings  or the 
whole Consortium, which are set to meet on average twice a year in person. 

To make the most of teleconference meetings, they should be well structured, led by a chairperson and 
have clearly defined objectives. 

Teleconferences may be used for :  

 Making a presentation on specific topic; 
 concise discussion of technical or managerial matters; 
 assigning Tasks; 
 making decisions that requires urgent actions 

Teleconferences should be kept as short and targeted as possible. In that regard, it is recommended that: 

1. Meetings are organised only when they are required. 
2. The meeting should be limited to participant that are truly required. 
3. A chairperson should always organise, facilitate, and record minutes. 
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4. The Agenda should be shared in advance . 
5. The Minutes must capture follow-up actions and be shared within 7 days after the meeting. 
6. The discussion should be limited to agenda items, which should all be covered within the time 

imparted. 
7. An effort should be made when speaking to be clear and concise. 

6 Meeting procedures 
Any member of a Consortium Body should either be present or represented at any meeting of that 
Consortium Body. A member may choose a substitute to attend and vote at a meeting in case that member 
cannot attend the meeting. The overarching attitude that all members must adopt at all meetings is: 
cooperative. 

6.1 Frequency of meetings 

The Coordinator must convene meetings for the Supervisory Board and the Project Coordination Team at 
the minimum frequency specified in Table  6 below. Extraordinary meetings can also be organised upon 
request of any member for the Project Coordination Team and 1/3 of the Supervisory Board members for 
the Supervisory board. 

Table 6 captures the minimum requirements imposed by the Consortium Agreement.   
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Table 6: Minimum meeting frequency requirements from the Consortium Agreement 

 Ordinary 
meeting 

Extraordinary meeting 

Supervisory 
Board 

At least twice a 
year 

At any time upon written request of the Project Coordination Team 
or 1/3 of the Members of the Supervisory Board 

Project 
Coordination 
Team 

At least twice a 
year 

At any time upon written request of any Member of the Project 
Coordination Team 

Virtual meetings can be held at the Task level at any time upon request of any Task Partners. The minutes 
of the meeting must be communicated to the Work Package Leader and the Project Coordinator after the 
meeting by the chairperson. 

6.2 Notice of a meeting 

The chairperson of a Consortium Body shall give notice in writing of a meeting to each Member of the 
Consortium Body as soon as possible and no later than the minimum number of days preceding the meeting 
a indicated on Table 7 below. The Supervisory Board and Project Coordination Team meeting notice are 
minimum requirements given by the Consortium Agreement that the chairman must comply with. The other 
meeting notices are recommendations defined by the Project Coordinator.  

Table 7: Meeting notice recommendations 

 Ordinary 
meeting 

Extraordinary meeting 

Supervisory 
Board 

45 calendar days 15 calendar days 

Project 
Coordination 
Team 

14 calendar days   7 calendar days 

6.3 Meeting agenda 

Sending the agenda 

The chairperson of a Consortium Body shall prepare and send each Member of that Consortium Body a 
written (original) agenda no later than the minimum number of days preceding the meeting as indicated on  
Table 8 below. 

Table 8: Minimum number of days before meeting to send the agenda 

Supervisory Board 21 calendar days, 10 calendar days for an extraordinary meeting 

Project Coordination Team  7 calendar days  

 

Adding agenda items 

Any agenda item requiring a decision by the Members of a Consortium Body must be identified as such on 
the agenda. Any Member of a Consortium Body may add an item to the original agenda by written 
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notification to all the other Members of that Consortium Body up to the minimum number of days preceding 
the meeting as indicated below. 

Table 9: Minimum number of days before meeting to add items on the agenda 

Supervisory Board 14 calendar days, 7 calendar days for an extraordinary meeting  

Project Coordination Team   2 calendar days  

During a meeting, the members of a Consortium Body can agree (unanimously) to add or delete an item to 
the original agenda. 

6.4 Decisions 

Voting rules 

The decisions taken during a meeting will only be binding once the relevant part of the meeting Minutes 
has been accepted by a majority of two-third (2/3) of the members of a Consortium Body. 

Each Consortium Body shall not deliberate and decide validly unless two-thirds of its Members are present 
or represented (quorum). If the quorum is not reached, the chairperson shall convene an extraordinary 
meeting, which shall be entitled to decide even if less than the quorum of Members present or represented. 
The extra meeting must be organized not later than 15days after the unsuccessful meeting has been held. 

Note that each member of a Consortium Body represents one vote. 

Decisions can also be taken without a meeting. In that case, the Coordinator circulates a written document 
to all the member of a Consortium Body that is then agreed by the majority (two-third) of that Consortium 
Body. The document must include the deadline of the responses. 

Such document shall include the deadline for responses but at least 21 calendar days for decisions to be 
taken by the Supervisory Board and at least 10 calendar days for decisions to be taken by the Project 
Coordination Team. 

Veto rights 

A Member which can show that its own work, time for performance, costs, liabilities, intellectual property 
rights or other legitimate interests would be severely affected by a decision of a Consortium Body may 
exercise a veto with respect to the corresponding decision or relevant part of the decision. 

A veto can only be waved during the meeting, even if the decision is foreseen on the original agenda.  

When a decision has been taken on a new item added to the agenda before or during the meeting, a 
Member may veto such decision during the meeting and within 30 calendar days after the draft minutes of 
the meeting are sent. 

When a decision has been taken without a meeting, a member may apply his veto on such decision within 
30 calendar days after the written notification of the decision has been send by the chairperson. 

In case of exercise of veto, the members of the related Consortium Body must make every efforts to 
collaborate for the resolution of the matter that occasioned the veto, aiming to reach general satisfaction. 

6.5 Minutes of meetings 

The chairperson of a Consortium Body shall produce written minutes of each meeting which shall be the 
formal record of all decisions taken. The draft minutes must be sent by the chairperson to all Members 
within 15 calendar days of the meeting. 
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The minutes shall be considered as accepted if, within 15 calendar days from sending, no Member has sent 
an objection in writing to the chairperson with respect to the accuracy of the draft of the minutes. 

The chairperson shall send the accepted minutes to all the Members of the Consortium Body and to the 
Coordinator, who shall safeguard them. If requested the Coordinator shall provide copies to Parties. 

7 Deliverables 
The Deliverables of the project will mainly be in the form of reports that will be communicated to the BBI 
JU project officer as evidence of the work carried out.  

Task leaders are responsible of delivering their respective deliverables in due time and up to suitable quality 
standards (ready-for-submission quality level), sending the same to the project coordinator at least 1 month 
before the submission month. 

Subject to the above, deliverables will be submitted by the Coordinator by the last calendar day of the 
submission month. The coordinator will upload them directly in the Funding & Tenders Portal of the 
European Commission 

7.1 Structure 

Each Deliverable reports should be based on the WASTE2FUNC report template available on the 
WASTE2FUNC sharepoint. The structure of the reports should follow such as: 

 Table of content 
 List of Figures 
 List of Tables 
 Abbreviations and Acronyms 
 Glossary 

List the specific terms and acronyms used in the report. 

 Introduction 

Outline of the aims and objectives of the Deliverable and where it fits in the context of the WASTE2FUNC 
project. The introduction should also explain the interdependences related to this Deliverable, whether this 
work is drawing on earlier Tasks and Deliverables and what other Tasks will use this Deliverable as input or 
for structuring their work. 

 Main body 
 Conclusion 
 References 
 Annexes 

7.2 Tracking 

Deliverables will be tracked by the Project Coordinator, identifying Deliverables due soon, the deadlines for 
each Deliverable, follow-up actions and the names of the persons producing and reviewing. 

However, each Task member are responsible of delivering their Deliverable in due time and aligned with 
the expectations to the Coordinator at least one day before the last day of the submission month. 

Firthermore, it is the responsibility of the Work Packages leaders to monitor the advancement of the 
Deliverable that they are in charge. 

The Project Coordinator will report the progress to the Project Executive Board. 
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7.3 Dissemination levels 

Each Deliverable are categorised under a dissemination level. The dissemination level determines who has 
access to the Deliverable. They are indicated using the following codes: 

 PU = Public 
 CO = Confidential, only for members of the consortium (including the Commission Services) 
 EU-RES Classified Information =RESTREINT UE (Commission Decision 2005/444/EC) 
 EU-CON Classified Information = CONFIDENTIEL UE (Commission Decision 2005/444/EC) 
 EU-SEC Classified Information = SECRET UE (Commission Decision 2005/444/EC) 

See Table 3 for the list of Deliverables, with their associated dissemination level. The list is also present 

in the Grant Agreement Annex 1 Part A - 1.3.2 WT2 list of Deliverables. 

7.4 Review process 

The initial version of the Deliverable is created by the Task Leader, which is then reviewed by the Work 
Package leader, after which it is passed to the Project Management Team for review. Within the Project 
Management Team, the leader of another Work Package is assigned as lead reviewer and is responsible for 
ensuring that the Executive Board review is correctly carried out and that all members of the Executive 
Board participate in the review. 

8 Document Management 
Over the course of the project many documents will be produced, it is therefore vital to define and  

respect a document management processes to allow users to locate and identify relevant files with ease 
and to ensure version control. 

8.1 Storage 

The MS Sharepoint is used to store in a safe and virtual manner all the documents needed for carrying out 
the project activities. 

8.2 Templates 

Document templates were produced establishing the standard format including defined styles, page layout 
and content structure. These templates are available on the sharepoint 

Templates have been produced for: 

 Deliverables (MS Word format) 
 Logo for presentations (PNG and TIFF format) 

All official project documents should use these templates. These templates may be updated as the project 
progresses and may be redesigned to fit with the design style of the project logo. Therefore, consortium 
Partners should download the most up to date version from the sharepoint. 

8.3 File formats 

File format and compatibility is important for the exchange of documents between different Partners using 
different systems. 

The following file formats should be used: 

 Word processor documents – Microsoft Office WORD version 2003 or higher (.doc or .docx formats) 
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 Spreadsheet documents – Microsoft Office EXCEL version 2003 or higher (.xls or .xlsx formats) 
 Presentations – Microsoft Office POWERPOINT version 2003 or higher (.ppt or .pptx formats) 
 Promotional materials (flyers, newsletters) or other non-editable project documents – PDF format 
 For compressed files – ZIP format 
 Bitmap image files – JPEG or PNG formats 
 Vector graphic files – EMF or SVG formats 
 Video files - MP4 (H.264 + ACC) 

8.4 Files names 

Each document should use a standardised file name and use the same structure for the document 
reference. This method for document referencing produces a unique reference for all WASTE2FUNC 
documents stored on the sharepoint.  

The document reference should be structured using the following: 

W2F_[WP]_[DOC TYPE AND REF]_[DISSEMINATION LEVEL]_v[VERSION NUMBER]_[STATUS] 

With, 

 [WP]: Work Package number, e.g., WP1; 
 [DOC TYPE AND REF]: 

o Deliverable = Dx.x,e.g., D6.1 
o Minutes = <MEETING-NAME>-MINUTES 
o Milestones = MSx, e.g., MS4 

 [DISSEMINATION LEVEL]: See Section 7.3 for the detail. 
 [VERSION NUMBER]: file version, use two-digits, e.g., v01. 
 [STATUS]: If draft or final version 

o Draft = DRAFT  
o Final Version = FINAL 

Examples of this structure are given below for the different document types: 

Deliverables 

The first version of the draft of the Deliverable 1.1, the Project Management Plan: 

W2F_WP1_D1.1_PU_v01_DRAFT 

Meeting minutes 

The final version of the minutes of the kick-off meeting: 

W2F_KoM-minutes_v05_FINAL 

Milestones 

The Milestone 9 - Dedicated equipment in place in the demo installations at BBEPP and GODBM&T: 

W2F_WP3_MS9_CO_v01_DRAFT 

8.5 Knowledge management strategy 

WASTE2FUNC insistence and attention to IP and knowledge management ensure that it can firmly control 
its brand and also protect the core competitive advantages of its resources (e.g. the platform, 
methodologies, training resources, etc.). 
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In the context of research and development (R&D) collaborations, background, foreground, sideground and 
postground intellectual property (IP) are four distinct forms of intellectual property assets. 

The four knowledge/IP types are defined by Granstrand and Holgersson (2014) as, 

 Background IP is knowledge/IP that is relevant to a collaborative venture or open innovation project 
that is supplied by the Partners at the start of the project. 

 Foreground IP is all the knowledge/IP produced within the collaborative venture or open innovation 
project during the project’s tenure. 

 Sideground IP is knowledge/IP that is relevant to a collaborative venture or open innovation project 
but produced outside the project by any of the Partners during the project’s tenure. 

 Postground IP is knowledge/IP that is relevant to a collaborative venture or open innovation project 
that is produced by any of the Partners after the project ends. 

IP at Consortium level 

 Protection foreground 

Ownership of foreground IP and exploitation rights will remain with the consortium Partner who 
generated it. 

 Confidentiality 

Any information of a confidential nature which may be shared among project Partners will not be 
disclosed to other third parties without explicit permission from the proprietor. 

 Ownership of results foreground 
Foreground IP will rest solely within its proprietors (during and/or after the project). Under no 
circumstances will a Partner publish the foreground of another project Partner. 

 Access rights to the background 
To support the realisation of the project’s objectives, project Partners receive nonexclusive, royalty-
free access to pre-existing know-how. Upon the completion of the project, Partners may be granted 
access rights for use (e.g., exploitation) of such IP either under fair or reasonable conditions or 
royalty-free. 
 

Access rights to results within WASTE2FUNC 

As agreed within the consortium agreement Attachment 5 two product lines are defined within the 
WASTE2FUNC project and a separate arrangement is taken into account: 

According to the Grant Agreement (Article 26.1) Results are any (tangible or intangible) output of the action such 
as data, knowledge, or information — whatever its form or nature, whether it can be protected or not — 
that is generated in the action, as well as any rights attached to it, including intellectual property rights. 

In accordance with the Grant Agreement (Article 31), Parties acknowledge and agree that Access Rights to 
Results of another Party are only deemed Needed between Parties belonging to the same product line as 
set out hereafter.  

The product lines, i.e., the product line “Lactic Acid” and the product line “Biosurfactants”, as set out 
hereafter are in accordance with the Work Packages and Task divisions in Annex 1 Part A of the Grant 
Agreement; tight collaboration exists between the specific Parties belonging to a specific product line, but 
not with Parties belonging to the other product line. 
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For the avoidance of doubt, it has been agreed between Parties that no Access by the Parties belonging to 
the Product line Lactic Acid is Needed to Results originating from Parties of the Product line Biosurfactants 
and -vice versa- no Access by the Parties belonging to the Product line Biosurfactants is Needed to Results 
originating from Parties of the Product line Lactic Acid in order to realise, implement or exploit the Project.  

Table 10: WASTE2FUNC product lines 

Product line Parties 

Lactic Acid TripleW Ltd., Bio Base Europe Pilot Plant vzw, NV, Biogas Solutions, 
Ecover Co ordination center NV 

Biosurfactants Ghent University, Bio Base Europe Pilot Plant vzw, Biogas Solutions, 
Ecover Co ordination Center NV, Croda Europe Ltd, Evonik 
Operations GMBH 

9 Financial Management 
Financial management information comes from the Grant Agreement and the Participant Portal H2020 
Online Manual3. 

The financial management plan describes the procedures for financial reporting, payment handling and 
accounting. 

9.1 Financial statement 

Beneficiaries and linked third parties must fill financial statements in and submit them to the Commission 
as part of the periodic report. The submission must be done via the Participant Portal at the end of each 
Reporting Period (M12, M30 and M42). 

Each Partner should check that: 

 The  costs are correctly identified within their accounts. 
 Only eligible costs are claimed for and can be separated from non-eligible costs. 
 All records (timesheets, invoices, receipts etc) are properly stored and are retrievable in the case of 

an audit. 

Actual costs are : 

 they must be actually incurred by the beneficiary; 
 they must be incurred in the period set out in Article 3, with the exception of costs relating to the 

submission of the periodic report for the last reporting period and the final report (see Article 20); 
 they must be indicated in the estimated budget set out in Annex 2; 
 they must be incurred in connection with the action as described in Annex 1 and necessary for its 

implementation; 
 they must be identifiable and verifiable, in particular recorded in the beneficiary’s accounts in 

accordance with the accounting standards applicable in the country where the beneficiary is 
established and with the beneficiary’s usual cost accounting practices; 

 they must comply with the applicable national law on taxes, labour and social security, and 

 

3 https://webgate.ec.europa.eu/funding-tenders-opportunities/display/OM/Online+Manual 
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 they must be reasonable, justified and must comply with the principle of sound financial 
management, in particular regarding economy and efficiency; 

Ineligible costs are costs that do not comply with the conditions set out above (Article 6.1 to 6.4), in 

particular: 

 costs related to return on capital; 
 debt and debt service charges; 
 provisions for future losses or debts; 
 interest owed; 
 doubtful debts; 
 currency exchange losses; 
 bank costs charged by the beneficiary’s bank for transfers from the JU; 
 excessive or reckless expenditure; 
 deductible VAT; 
 costs incurred during suspension of the implementation of the action (see Article 49); 

Personnel costs 

Eligible Personnel Costs are related to personnel working for the beneficiary under an employment contract 
(or equivalent appointing act) and assigned to the action. Those cost are also limited to salaries (including 
during parental leave), social security contribution, taxes and other costs included in the remuneration, if 
they arise from national law or the employment contract. 

There are two methods of calculating personnel costs: 

 Actual personnel costs: calculation method defined in Grant Agreement; 
 or Unit costs which will not be applied within the project. 

Examples for calculating the actual personnel costs 

• Actual Personnel Costs = hours worked on the project times the hourly rate. 
• Hours worked on the project = hours on timesheet. 
• Hourly Rate = actual annual personnel costs divided by the annual productive hours. 
• Annual Productive Hours = 3 possible methods. 
• Actual Annual Personnel Costs = based on last closed financial year. 

Timesheets 

Timesheets are no longer required if all the personnel have spent their time fully working on this project for 
the reporting period. However, for any organisation to which this applies they will need to submit a 
declaration to confirm that they have allocated 100% of their time on the WASTE2FUNC project. For the 
purpose of reporting, we will still need to report which Work Package staff have been working on each Work 
Package with a breakdown of the time worked. 

For all other staff, it is compulsory for them to complete a timesheet. Timesheets should be completed on 
at least a monthly basis and must record the time down to a Work Package level. Timesheets should also 
be authorised by a line manager or another senior manager. If a company’s existing timesheet system can 
meet these requirements, then this can be used for recording the time for the WASTE2FUNC project. 
Otherwise, the Project Coordinator can provide templates for suitable timesheets. For example, templates 
for timesheets may also be found on the EC Participant. 

Preparation of financial statements 
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The Project Coordinator is responsible for collecting, checking, and compiling the project’s Financial 
Statements. The Project Coordinator will also inform the Project Officer of any delays or difficulties 
encountered in the production and compilation of the financial statements including any delay in receiving 
information from a Partner or a major discrepancy and where necessary propose a contingency plan. 

Financial statements will aim to be submitted with other reporting documents to the Project Officer 

within 45 calendars after the end of each reporting period. 

To ensure a timely response to the following procedure will be applied for the preparation of the 

Financial Statements. 

 Two months before the end of the Reporting Period the Project Coordinator will issue clarification 
notes for each Partner in what is required from them. 

 30 calendar days after the end of the Reporting Period the Partners should have completed their 
Financial Statements on the Participant Portal. 

 The Project Coordinator will compile all financial statements and CFS and check them for 
compliance. 

 In the case of a Partner not submitting their Financial Statements in time, the Project Coordinator 
can decide whether to include that Partner’s financial statement. Excluding a Partner’s financial 
statement will result in them having to wait until the next reporting period for further funds, but 
would allow the payments to all other Partners to be delivered on schedule and avoid the delay of 
payment to majority of the consortium. 

 The Project Coordinator will compile the Financial Statements and send them to the Coordinator at 
least 2 days prior to the deadline. 

Certificate of Financial Statement 

If a Partner’s total requested funding exceeds €325,000, they will need to provide a Certificate of the 
Financial Statement (CFS) provided by an independent auditor or equivalent competent person. The CFS 
should be submitted no later than 60 days after the end of the final reporting period. A model for the 
financial statements, a model of the Certificate of the Financial Statement and a model for the certificate 
on the methodology are provided within the Grant Agreement Annexes 4, 5 and 6, respectively. 

9.2 Payment handling 

All payments by the EC on behalf of the project is made to the Coordinator. The Coordinator has 
theresponsibility to distribute the amounts to each of the Partners. 

Pre-financing 

The aim of the pre-financing is to provide the beneficiaries with a float. It remains the property of the EU 
until the payment of the balance. 

The amount of the pre-financing payment will be €4,692,715.20. 

The JU will make the pre-financing payment to the Coordinator within 30 days, either from the entry into 
force of the Agreement from 10 days before the starting date of the action, whichever is the latest. 

An amount of €335,193.94, corresponding to 5% of the maximum grant amount, is retained by the JU from 
the pre-financing payment and transferred into the ‘Guarantee Fund’. 

Interim payments 
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Interim payments reimburse the eligible costs incurred for the implementation of the action during the 
corresponding reporting periods. 

The JU will pay to the Coordinator the amount due as interim payment within 90 days from receiving the 
periodic report. Payment is subject to the approval of the periodic report. Its approval does not imply 
recognition of the compliance, authenticity, completeness, or correctness of its content. 

The amount due as interim payment is calculated by the JU in the following steps (see GA for more 

details): 

Step 1 — Application of the reimbursement rates 

Step 2 — Limit to 90% of the maximum grant amount 

Final payment 

This is made at the end of the project once EC has accepted all Deliverables and reports and will include any 
final payment due to the project. This will include the Guarantee Fund payment. 

Guarantee Fund 

The Guarantee Fund is a percentage of the budget. The EC withholds 5% of each Partners budget at the 
start of the project in the Guarantee Fund. If the project runs smoothly and there are no issues this 5% is 
paid out by the EC with the final payment. 

The EC use the money in this fund to reimburse the project in the situation where one of the Partners is 
made bankrupt. 

Distribution to the project Partners 

The EC financial contribution is received by the Project Coordinator on behalf of the consortium, split by the 
number of reporting periods. The Project Coordinator will then distribute the EC financial contribution to 
each Partner without unjustified delay according to the rules set out in the Consortium Agreement and 
Grant Agreement. 

For the first pre-finance payment this will be distributed to the Partners. 

Subsequent payments will be based on the validation of the Deliverables and the cost statements submitted 
to EC and potentially dependent upon any budget changes proposed by the Project Coordination Team and 
approved by the Supervisory Board and the Project Officer. 

10 Project reporting 
The Coordinator must submit to the BBI JU the technical and financial reports. 

10.1 Periodic reports 

The action is divided into three ‘reporting periods’: 

 RP1: from month 1 to month 12 
 RP2: from month 13 to month 30 
 RP3: from month 31 to month 42 

These forms of assessment present the evidence that the project is progressing, should continue and that 
the Consortium has completed its duty as set out in the Grant Agreement and is eligible for the payment. 
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10.2 Requests for interim payments 

The Coordinator is responsible for the submission of a periodic report within 60 days following the end of 
each reporting period. 

Considering the above information, the deadlines for the reporting periods are: 

 RP1: 30/07/2022 
 RP2: 29/01/2024 
 RP3:  29/01/2025 

The periodic report must include the following: 

 a ‘periodic technical report’ containing: 
o an explanation of the work carried out by the beneficiaries; 
o an overview of the progress towards the objectives of the action, including milestones and 

Deliverables identified in the Annex 1 of the Grant Agreement. 
This report must include explanations justifying the differences between work expected to 
be carried out in accordance with the initial plan of action and the work that wasactually 
carried out. 
The report must detail the exploitation and dissemination of the results and an updated 
plan for the exploitation and dissemination of the results. 
Additionally, the report must indicate the communication activities; 
a summary of the WASTE2FUNC for publication by the BBI JU; 

o the answers to the ‘KPI & Impact Questionnaire’, covering issues related to the action 
implementation and the economic and societal impact, notably in the context of the BBI JU 
and the Horizon 2020 key performance indicators and BBI JU and the Horizon 2020 
monitoring requirements; 

 a ‘periodic financial report’ containing: 
o an ‘individual financial statement’ (such as defined in Annex 4 of the Grant Agreement) 

from each beneficiary and from each linked third party, for the reporting period concerned; 
o an explanation of the use of resources and the information on subcontracting and inkind 

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

o a ‘periodic summary financial statement’. 

10.3 Request for payment of the balance 

In addition to the periodic report for the last reporting period, the Coordinator must submit the final report 
within 60 days following the end of the last reporting period. 

The final report must include the following: 

 a ‘final technical report’ with a summary for publication containing: 
o an overview of the results and their exploitation and dissemination; 
o the conclusions on the action, and 
o the socio-economic impact of the action; 

 a ‘final financial report’ containing: 
o a ‘final summary financial statement’, and 
o a ‘certificate on the financial statements’ (drawn up in accordance with Annex 5 of the 

Grant Agreement) for each beneficiary and for each linked third party, if it requests a total 
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contribution of EUR 325 000 or more, as reimbursement of actual costs and unit costs 
calculated on the basis of its usual cost accounting. 

11 Changes and issue management 

11.1 Project Changes 

The basic principle of the project is to carry out the Tasks and activities within the time scheduled and 
resources foreseen as described in the Annex 1 (DoA) of the Grant Agreement. Any changes in the status of 
a beneficiary shall be communicated to the Coordinator as soon as possible. The Coordinator shall resolve 
queries and advise the beneficiaries. If required, the Project Coordinator will contact the EC Project Officer 
responsible and request clarifications and procedures to be followed. Significant project changes and 
deviations from the work planned must be dealt with in writing. The participant involved or WP Leader 
proposing the change should forward a written communication to the Consortium explaining the reason 
behind the proposed changes and direct consequences in terms of budget, work programme, etc. 

As a general rule, an amendment to the Grant Agreement is necessary whenever the Grant Agreement or 
its annexes shall be modified. In some cases, the GA gives the parties the possibility to carry out certain 
modifications without an amendment to the GA. Finally, there are cases where the need for an amendment 
must be assessed carefully. If an amendment to the GA is necessary, the Project Coordinator will request 
the amendment process to the Project Officer on behalf of the Consortium. Even minor deviations shall be 
identified and explained in the description of the activities of the corresponding periodic report and 
corrective measures that were implemented (if any). 

11.1.1 Changes which require an amendment 

 Removal of one or more legal entities from the list due to their non-accession to the GA. 
 Addition of one or more beneficiaries. 
 Change of Coordinator. 
 The participation of the Coordinator is terminated. 
 Partial transfer of rights and obligations. 
 Modification of project title and/or acronym. 
 Modification of duration and/or of start date. 
 Modification of reporting periods. 
 Change of financial contribution of the BBI JU. 
 Reimbursement as a lump sum to ICPC participants. 
 Change of banking details. 
 Change of the amount of the pre-financing and/or of the contribution to the Guarantee Fund. 
 Addition, removal, or modification of special clauses. 
 Changes to Commission's and Coordinator's contact details. 
 Modification of Annex I (Description of the Action). 
 Amendment requested for reinstatement of the work after suspension of the project. 
 Request from the Coordinator for suspension. 
 Suspension by the Commission. 
 Amendment reinstating the continuation of the GA. 

11.1.2 Changes which do not require an amendment 

Changes which do not require an amendment but shall be duly notified to the EC are the following: 
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 Change of name and legal details of a beneficiary. 
 Universal transfer of activity/or of rights and obligations. 
 Changes in accounting system of beneficiaries and mistakes in indirect costs calculation 
 procedure. 
 The specific case of change of authorised representative of beneficiary. 

11.2 Issue register 

The “Issue Register” is a log of any issue which may arises during the project and will be maintained by the 
Project Coordinator. The Issue Register will collect any issue as it arises, issues will then be analysed and 
escalated or dealt with accordingly. An issue could be anything which is of concern to a Partner, Work 
Package Leader, or the Project Coordination Team; this could be deviations from the project plan, 
identification of new risks or just concerns. 

For example, it may be an issue such as a Partner is not responding to emails, this may be a precursor to 
larger problems which may impact on the work programme, therefore, as an issue is raised it may cause a 
trigger which causes a new risk to be identified and added to the risk register and contingency plans to be 
devised or it may result in the Executive Board proposing actions are taken. 

It is the role of the Coordinator to sort and assign the actions to items raised on the Issue Register and 
ensure that the actions are followed up. However, it is the role of all consortium members, third parties to 
raise issues and present them to the Coordinator. 

11.3 Risk Management 

A risk management strategy is required to ensure that the impact from any negative deviation from the 
Description of Action is minimised. The risk management process consists of 5 key steps: 

1. Identify and assess risk. 
2. Analyse critical risks. 
3. Development of contingency plans. 
4. Implement contingency plans. 
5. Update risk register and follow up of contingency plan. 

A list of risks was identified during the grant preparation stage. This risk register will be maintained and 
updated throughout the project, each WP leader is be expected to identify any new risks occurring within 
or affecting their work package and the Project Coordination Team is expected to identify any global risks 
which may have an impact across the work packages. 

Each risk will be assessed by the Project Coordination Team for its criticality to the plan of work and normal 
risk assessment techniques such as a likelihood/severity matrix can be used for assessing the potential risk 
impact and therefore the requirement for the implementation of a contingency plan. The risk register will 
be reviewed by the Project Coordination Team at each board meeting, any new risks identified updated, 
assessed, and contingency plans created if necessary. The Project Coordination Team will also assess 
whether the likelihood or severity of existing risks have changed and create or updated the contingency 
plans. If a contingency plan results in a change to GA Annex 1 a proposal for the change should be proposed 
by the Project Coordination Team for approval by the Supervisory Board. 

Any contingency plan developed and implemented as a result of the risk management process will be 
subject to reporting and periodic progress updates to the project Coordinator and to the Executive Board. 
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11.4 Lessons learned log 

A lessons log will also be maintained by the project Coordinator to record lessons generated out of the 
“Issues Register” and any other lessons from the project. The lessons log will categorise the lessons for their 
significance to different parties and the stage in future projects at which the lesson log should be reviewed. 
The project’s lessons learned log will be available to all consortium members and to the BBI JU for ensuring 
that lessons learned in this project may be applied to future projects. 
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12 Conclusion 
The project management plan presented in the document provides a guide to be used by the project 
Coordinator and the consortium Partners to ensure an understanding of the roles and responsibilities of 
each member of the consortium in delivering the WASTE2FUNC project through efficient and well managed 
processes. 

This document should be used by Partners in complement of the Grant Agreement and the Consortium 
Agreement. 

Further guidelines may also be found on the EC Participant Portal within the H2020 Online Manual. 


