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1. INTRODUCTION 

1.1. PURPOSE OF THE DOCUMENT 

This document establishes the foundation for the project cooperation processes. It covers from a 
basic description of the scope of the project any party involved in the project should be aware of ς 
including administrative contact points ς to the highest processes related to Quality Management 
(QM) (verification of project deliverables, continuous improvement of project processes) and Risk 
Management (RM). 

The project handbook contains all the relevant information to facilitate the cooperation and 
exchange of information among partners in a suitable and efficient way. It describes the roles of 
different actors in the project management structure, the meeting schedules and template agendas 
for meetings and gives guidelines for performing the day-to-day project management activities, 
including (i) instructions and templates for technical reporting on activity and WP level; (ii) 
instructions and templates for administrative reports; and (iii) templates and naming/numbering 
conventions for technical and administrative files and documents. 

1.2. SCOPE OF THE DOCUMENT 

Deliverable 1.1 is the first document produced by the  consortium. It is produced within the 
Coordination work package (WP1) in order to guide the consortium in all the cooperation processes 
demanded by the project. 

The document will serve to the team leaders within each organisation, researchers and 
administrative responsible to have at any moment a clear repository of the different tools available 
to enable the exchange of information and management of the project. 

As any other document in the project, but with particular interest to D1.1, this deliverable should not 
contradict the project contract ς and in particular the provisions made at the DoW with regards to 
QM and RM ς and the Consortium Agreement signed by all partners. 

1.3. STRUCTURE OF THE DOCUMENT 

The document includes a first section with a basic summary of the project scope, objectives and work 
plan. This section is supposed to be the basic information to be used internally when presenting the 
project within each organisation of the  consortium. 

The following sections are specific tools to facilitate the cooperative processes in the project: contact 
details for each partner, communication guidelines, reporting procedures, quality management and 
risk management tools. 

Last but not least, basic information about dissemination is presented, to be extended in the 
Dissemination Strategy document (D9.1) [Ref 1]. 
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2. PROJECT SUMMARY 

2.1. INTRODUCTION 

 is a demonstration oriented project with three large scale pilots in Madrid, Lisbon and Parma 
aiming to use ICT services to promote the independent living and societal participation of mobility 
impaired people in the context of public parking areas and multiple transport modes. 

Accessibility is a broad concept that addresses the removal and prevention of barriers that cause 
problems for persons with disabilities when using products, services and public infrastructure. 
Successful actions can enable those persons with disabilities to live more equally alongside those 
without disabilities [Ref 2]. 

The accessibility challenges facing society today are most visible in urban areas. The solutions for 
improving accessibility are most in evidence in those forward-thinking cities that are demonstrating 
commitment and innovation in changing the urban environment to allow all people to fully enjoy city 
life. 

Even if the accessibility barrier may be the same for people with reduced mobility, the response to 
overcome such barrier should attend the specifics needs of each end-user.  ς relying on its 
extensive user group - will first identify the requirements of each targeted type of citizen with 
reduced mobility in order to improve their mobility capabilities through public and private transport 
modes. 

 
Figure 1 - SIMON Approach 

The project will tackle two main challenges: 

- Reduction of fraud in the pre-ICT implementation of the European Disable Badge for public 
parking areas:  will demonstrate the use of an ICT-enhanced European Disable Badge, 
both on the basis of physical ςi.e. smartcards - and virtual access right tokens ςi.e. e-access 
through mobile devices. 

- Proposal of specific multimodal navigation solutions for elderly and people with disabilities: 
the starting point for the proposal of an urban navigation system will be the use of opendata 
hubs and pre-existing toolsets that will be populated and exploited with specific information 
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to address the requirements and needs of people with reduced mobility ς e.g. location of 
elevators in sub-way stations. 

Both cases will require extensive integration of multiple databases with dedicated personal 
information. Thus, an additional challenge the project will have to assume is the instantiation of a 
proven methodology for data privacy preservation and authentication of users. 

2.2. OBJECTIVES OF THE PROJECT 

In this context,  strategic approach in response to the current challenges builds around six key 
cornerstones: 

¶ Large Scale Pilots: These pilots in Madrid, Lisbon and Parma are the main focus of the pro-
ject, and will be the integrated solution for the achievement of all the project social, techno-
logical and business goals. 

¶ Usability: this is to be accomplished by means of ICT services and personalized information, 
with the ultimate goal is to achieve an enhanced experience for the user. 

¶ Integration: this will only be possible by the integration of existing services with the  
specific solutions for e-payment and e-id ς in particular in public transport and parking areas. 
This will lead to an actually seamless public and private multimodality. 

¶ Incentives and fines: on the one hand in the form of reduced tariffs for elderly and disabled 
people, reserved access to special urban areas accessible only to  private traffic users, 
etc. On the other hand in the form of fines to non-disabled users trying to abuse of the sys-
tem. 

¶ Standards: incorporating ITS, 3GPP, NFC, ISO, e-payment standards is a must in order to 
achieve the desired interoperability, scalability and deployability of . 

¶ Social Impact: the ultimate motivation of SIMON is its planned result: promoting the inde-
pendent living and societal participation of mobility impaired people supporting them in the 
access to public and private transport modes. 

These broad lines defining  approach can be translated into a number of specific, measurable 
objectives which are as follows: 

1. Enhance older and impaired user experience through ICT services which can be packed as 
four different services (see section 2.2.1) and that will be specifically instantiated in each of 
the three pilot sites.  

2. Integration/interoperability of  with multiple transport operators and public bodies: 
in this way,  services will be able to roam and operate across different transport 
modes and will be transferable to other European cities. 

3. Integration/interoperability of  with other associated ITS infrastructure: this will 
enable a smooth, seamless experience for the traveller. Furthermore, this will help 
complement and boost public transport, introducing the use of private vehicles as key 
element on the personal mobility of disabled people. 

4. Promote accessibility by means of incentives: incentives schemas including information 
services, reduced fares, and exclusive access to special areas - e.g. the city centre- will be 
devised and deployed in  pilots in order to foster a higher quality of life for citizens. 

5. Protect accessibility by means of penalties: abusing the system is a problem affecting in the 
long-term to the sustainability of fair inclusion policies.  will fight against fraud, 
especially in the misuse of the European parking card for disabled people. 
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6. Support and contribution to standards, use of open architecture:  will follow the 
relevant ITS, 3GPP, NFC, ISO, e-payment standards and report its results into national and 
international standardization bodies. 

7. Execution of three large scale pilots in Madrid, Lisbon and Parma: these pilots will definitely 
push forward the already substantial work on accessibility that these three sites have 
conducted, consolidating their pioneering positions at the forefront of EU and international 
ŦŀƛǊ Ƴƻōƛƭƛǘȅ ǇƻƭƛŎƛŜǎ ŀŘŘǊŜǎǎƛƴƎ ƛƳǇŀƛǊŜŘ ǳǎŜǊǎΩ ƴŜŜŘǎΦ 

8. Several types of transport modes:  services will not be limited to specific types of 
transport modes; in fact they will be demonstrated on private and public transport solutions. 

9. Pilots designed to form a scalable base for long term deployment: This will be achieved at 
two levels. On the one hand,  pilots already consider accessibility as a long-term 
commitment with full political and institutional backing; on the other, the consortium will 
produce a Roadmap for deployment at European level, where milestones, barriers and 
actions to overcome them are identified in order to make  a fully deployed reality 
within the next decade.  

10. Reduce total cost of operation: it is expected that the penalties introduced by the pilots and 
the operational advantages offered by  to transport operators and authorities will 
reduce considerably the costs of operations and incentives.  

 

2.2.1. SIMON Services Envisaged Usage and Users Added Value 

 will deploy four new service platforms supporting: 

¶ Access-right management for parking areas and public transport: the  platform. 

¶ Navigation and mobility assistance: the  platform. 

¶ Booking of reserved parking spots and information on the status (occupied or free) of the 
parking spaces: the  platform. 

¶ Management of urban barriers ςi.e. bollards - to limit access to certain areas of the city ς e.g. 
pedestrian zones, whilst granting access to users with reduced mobility:  

These services will feed three applications: 

¶ A mobile application for citizens: . 

¶ A mobile application for parking controllers: . 

¶ A back office application for the public authorities, parking and transport operators:  
Trusted Service Manager ( ). 
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Figure 2 ς Simplified vision of SIMON components interactions 

 

The security tokens used by these applications and services will be based on two similar but yet 
different technologies and a third traditional element in parking management: 

¶ RFID smartcards. 

¶ NFC smart phones, which can indeed emulate the same behavior as a contactless smartcard. 

¶ Park meter, which can be used to interface the above mentioned tokens and complement 
them. 

Obviously, all these ten elements are related, which enables high flexibility in terms of deployment 
on each of the sites. It is not mandatory to count with all ten elements in order to enhance mobility 
experience of SIMON users. 

2.3. WORK PLAN SUMMARY 

To instantiate its ICT services,  will adopt an implementation approach which: 

¶ Enables the integration and interoperability between the innovative services proposed and 
the rest of existing mobility and parking network.  

¶ Ensures scalability in terms of number of users, number of operators and parking managers, 
number of parking spaces, etc.  

¶ At the same time, and in order to ensure transferability beyond the scope of the project, this 
approach will not impose constraints to the already existing local services. 

This will be achieved following these steps: 

¶ A set of architectural principles will be defined (D3.1), as the guidelines / recommendations 
that any authority or service provider willing to deploy  should follow. 

¶ The ICT services described in 2.2.1 will be specified (D4.1). These specifications should set a 
general, common standard of what should be understood by each type of ICT service in the 
context of , including e.g. stakeholders involved, input/output data, etc.  
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¶ A set of APIs will be implemented in open source in order to enable the access as web ser-
vices to specific instances of the ICT services previously defined (D4.2). 
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Figure 3 ς SIMON PERT Diagram 

 

[ŜǘΩǎ ƛƳŀƎƛƴŜ ŀƴ ǳǊōŀƴ ƴŜǘǿƻǊƪ ǿƘŜǊŜ ŀ ƴǳƳōŜǊ ƻŦ ǎǘŀƪŜƘƻƭŘŜǊǎ ŀǊŜ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ŀǊŎƘƛǘŜŎǘǳǊŜ 
proposed by  ς i.e. instantiating and publishing their services and data according to  
common guidelines and making use of  API common services. If, for instance, a parking 
management body (private or public) wants to offer their services in this context, all it will have to do 
is to interface  as a web service using  public API, and then it will be capable of 
validating disable users in a secure manner. 

Lƴ ǘƘŜ ǎŀƳŜ ǿŀȅΣ ƛŦ ǘƘƛǎ ōƻŘȅ ǿŀƴǘǎ ǘƻ ƻŦŦŜǊ ǘƻ ƛǘǎ ŎǳǎǘƻƳŜǊΩǎ ǎǇŜŎƛŦƛŎ ƴŀǾƛƎŀǘƛƻƴ ƻǊ ōƻƻƪƛƴƎ 
information, they will have to publish their offer at  service.  

The number of services and applications that each stakeholder will be able to access will depend on 
their availability in each network. The composition of services and data each of the three pilots will 
offer and access will therefore depend on the common acceptance of  guidelines and 
services.  

A successful example of an architecture and application based on distributed information and 
services offered by different parties, is the Google Transit platform [Ref 3] where public transport 
and network operators can publish its information following an API established by Google. The higher 
the number of contributors in a city is, the larger the amount of available services is. However, this 
platform is exclusively focused on public transport services and only enables the flow of information 
in one direction: towards Google.  architecture on the contrary will also help the public 
authorities, parking managers and transport operators to extend the number of services they can 
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access and offer, and moreover will not limit itself to public transport services, but will focus on the 
access-right management and navigation solutions targeted by this project. 

In order to achieve its objectives the work load of  has been divided in four phases: 

¶ PHASE 1: Preparation 

The preparation phase will be carried out in the work packages WP2, WP3, WP4 and WP5, 
described hereafter. They will be focused in the following key aspects: 

V Definition of the global and specific pilot requirements and identification of the use cas-
es, in the context of the needs identified by all stakeholders: citizens, public authorities, 
transport operators and parking managers (WP2). 

V Definition of the architecture principles, information model and interoperability aspects. 

V Preliminary specification of services. 

V First steps in the instantiation of services for a small scale piloting phase. 

V Specification of the methods for impact measurement. 

¶ PHASE 2: Small Scale Piloting.  

A first step in this phase will be a Cross-testing pilot, which will allow testing Madrid 
technologies (NFC, badges) in the other two pilots, Parma and Lisbon. This pilot will take 10 
days. 

The small scale piloting phase will allow the testing of the  architecture and preliminary 
versions of the ICT services in controlled environments in each pilot site prior to the large 
deployment in WP6. Its main objective will be the technological assessment of the robustness of 
the ICT services deployed, identifying bugs and evaluating the feasibility and security aspects of 
the proposed solutions. 

The work during the small scale piloting will be carried out in the work packages WP3, WP4, 
WP5 and WP6. It will be focused on the following key aspects: 

V Final version of  Reference Architecture and Information Model. 

V Final specification of the  ICT services to be integrated and deployed based on the 
requirements and use cases described in WP2. 

V Adaptation and Instantiation of the ICT Services to each pilot and demonstration in a 
small scale pilot under controlled conditions. 

Set up of the test sites in the demonstrators. 

¶ PHASE 3: Large scale demonstration. 

The large scale demonstration phase will allow the deployment of  in the three pilot 
sites: Madrid, Lisbon and Parma. The results of the small scale piloting will be applied to the final 
instantiation of the ICT services before their deployment in the demonstrators. The work will be 
carried out in WP6 and WP7. It will be focused on the following key aspects: 

V The deployment of  in the test sites. 

V The evaluation  to validate the project results. 

V The assessment of the impact of . 

¶ PHASE 4: DEPLOYMENT PHASE 

Finally, at the end of the project, there will be implemented a roadmap for deployment (WP8) of 
the project, that includes transferability, scalability and standardization guidelines. The 
contribution of the User Group, especially the elderly and disable associations, will be highly 
relevant. 
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In summary,  is allocating most of its work load to demonstration and evaluation 
activities, with a considerable dedication to maximise the impact of the project by means of 
dissemination and communication activities. 

Horizontally to the four phases, there will take place the necessary activities to implement the 
management provision. The management activities will be covered by WP1, specifically in task 
T1.1 Administrative management. They will cover all the reporting activities to the EC, as well as 
the administration of the contract and project financial management. They will provide the 
liaison between the EC and the partners in the consortium. 

Additionally, the surveillance of the achievement of the technical and pilots deployment 
objectives, and all the management activities allocated to keep the project schedule and to 
guarantee its execution in time and within budget will be also covered by Management activities 
in task T1.2 Technical management. 

The project work breakdown structure consists of 9 work packages, including first a coordination WP 
to ensure the proper achievement of the project objectives, within time and budget. The work plan 
will start with a WP2 Requirements and use cases ς led by the Instituto de Biomecánica de Valencia 
(IBV). In this WP the existing necessities and barriers in the implementation and deployment of the 
EU disable badge will be reviewed systematically so that they can be formalised in a set of 
requirements. Moreover, different use cases will be defined in the context of the on-going local 
policies and programmes. The results of this WP will feed WPs 3, 4 and 5. 

WP3, led by ETRA, will focus on the definition of an open architecture and ICT services identification 
for access-rights management in public transport and parking spaces, based on the requirements and 
use-cases described in WP1. This WP will include the definition of the information models and 
interfaces and the interoperability definition. 

In parallel, WP4, led by LocosLab, will prepare the ICT services that will contribute to the full 
integration of SIMON approach into the parking and mobility management systems of each pilot site, 
based on the use cases and specifications of the previous WPs. The phase of small scale piloting of 
these ICT based services will be carried out in this WP prior the demonstration of WP6. 

WP5, led by ETRA, will finally adapt the existing infrastructure to instantiate and interface  
services. 

The results of the previous WPs will converge into WP6 ς led by Madrid - where the ICT services and 
architecture will be demonstrated in three different pilot sites: Madrid, Lisbon and Parma.  

In WP7 it will be evaluated the system performance in the three pilot sites. The purpose of the 
validation phase will be to demonstrate the successful achievement of the project objectives. 

WP8 ς led by Parma ςwill describe in detail the roadmap for a long term deployment of the project 
results. It will include the key requirements for and efficient long term deployment of the access-
right and navigations solutions piloted in the project, such as business strategies, standardization, 
and transferability and scalability activities. 

In parallel to the previous work packages, two horizontal WPs will run. WP9 - led by IBV - will deal 
with the dissemination and exploitation activities that will address not only citizens, but also public 
authorities and industrial stakeholders, including SIMON User Group. 

Figure 4 shows the time schedule proposed by the project to successfully achieve its objectives. 
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3. Participant Contacts 

Due to the nature of the information in the following sections, the contents hereafter have been 
ŦƭŀƎƎŜŘ ŀǎ ΨǊŜǎǘǊƛŎǘŜŘΩΦ ¢ƘŜ ǇǳōƭƛŎ ǾŜǊǎƛƻƴ ƻŦ ǘƘƛǎ ŘƻŎǳƳŜƴǘ ŘƻŜǎ ƴƻǘ ǇǊƻǾƛŘŜ ǘƘŜ ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎ ƻŦ 
the people involved in the project. 

3.1. ORGANIZATIONS 

 

Part. Nr. Organisation Name and Address Short Name Country 

1 ETRA INVESTIGACIÓN Y DESSARROLLO S.A. 

Tres Forques 147 

46014 Valencia 

ETRA Spain 

2 AYUNTAMIENTO DE MADRID 

Plaza de la Villa 4,  

28005 Madrid 

MAD Spain 

3 CONSORCIO REGIONAL DE TRANSPORTES DE MADRID 

Pza Descubridor Diego de Ordas 3  

28003 Madrid 

CRTM Spain 

4 LOCOSLAB GMBH 

Beethovenalee 57,  

53173 Bonn  

LOC Germany 

5 INSTITUTO DE BIOMECANICA DE VALENCIA 

Universidad Politécnica de Valencia Edificio 9C ς Camino 
de Vera  s/n 

46022 Valencia 

IBV Spain 

6 EMEL - EMPRESA PUBLICA MUNICIPAL DE 
ESTACIONAMENTO DE LISBOA, E.E.M. 

Avda. de Berna 1,  

1050-036 Lisboa  

EMEL Lisbon 

7 INFOMOBILITY SPA 

Viale Mentana 27,  

43100 Parma 

PAR Spain 

Table 1 ς Partner addresses 
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SIMON. ASSISTED MOBILITY FOR OLDER AND IMPAIRED USERS 

3.2. CONTACT LIST 
 

Name Partner Phone Fax e-mail WP1 WP2 WP3 WP4 WP5 WP6 WP7 WP8 WP9 ALL 

Marcus Handte LOC +49 228 28629746 +49 228 28629741 handte@locoslab.com x x x x x x x x x x 

Stephan Wagner LOC +49 228 28629744 +49 228 28629741 wagner@locoslab.com x x x x x x x x x x 

Pedro José Marrón LOC +49 228 28629745 +49 228 28629741 pjmarron@locoslab.com x x x x x x x x x x 

Sofia Antunes EMEL +351 217 813 600 +351 217813699 s.antunes@emel.pt x x x x x x x x x x 

Óscar Rodrigues EMEL +351 217 813 600 +351 217813699 o.rodrigues@emel.pt x x x x x x x x x x 

Nuno Sardinha EMEL +351 217 813 600 +351 217813699 n.sardinha@emel.pt x x x x x x x x x x 

José Cardinho EMEL +351 217 813 600 +351 217813699 j.cardinho@emel.pt x x x x x x x x x x 

Patricia Martins EMEL +351 217 813 600 +351 217813699 p.martins@emel.pt 

        

x 

 Carlos Mouro EMEL +351 217 813 600 +351 217813699 c.mouro@emel.pt 

 

x x x x x 

    Eugenia Capone PAR +39 0521 1680256 +39 0521 1680231 e.capone@infomobility.pr.it  x x x x x x x x x x 

Sara Ombellini PAR +39 0521 1680257 +39 0521 1680231 s.ombellini@infomobility.pr.it  x x x x x x x x x x 

Monica Saccani PAR +39 0521 1680262 +39 0521 1680231 m.saccani@infomobility.pr.it x x x x x x x x x x 

Nicola Pozza PAR +39 0521 1680224 +39 0521 1680231 n.pozza@infomobility.pr.it x x x x x x x x x x 

Alberto Ferreras Remesal IBV +34 96 387 91 60  +34 96 3879169 alberto.ferreras@ibv.upv.es x x x x x x x x x x 

Raquel Ruiz Folgado IBV +34 96 387 91 60  +34 96 3879169 raquel.ruiz@ibv.upv.es x 

       

x 

 Elisa Signes i Pérez IBV +34 96 387 91 60  +34 96 3879169 elisa.signes@ibv.upv.es x 

       

x 

 José Solaz Sanahuja IBV +34 96 387 91 60  +34 96 3879169 jose.solaz@ibv.upv.es x 

      

x 

  Barahona Nieto, María Elisa MAD +34 91 480 0045 

 

barahonanme@madrid.es x x x x x x x x x x 

Sara Martinez Vilaseco MAD +34 91 588 24 91 

 

dgsostenibilidadymov@madrid.es x x x x x x x x x x 

Federico José Adrados Cuesta MAD 

  

adradoscfj@madrid.es x x x x x x x x x x 

Antonio Francisco Pérez de La 
Mata Fernández-Castrillón MAD 

  

perezfaf@madrid.es 

x x x x x x x x x x 

Miguel Ángel Rodríguez Herrero MAD +34 91 480 38 32 

 

rodriguezhma@madrid.es x x x x x x x x x x 

mailto:handte@locoslab.com
mailto:wagner@locoslab.com
mailto:pjmarron@locoslab.com
mailto:s.antunes@emel.pt
mailto:o.rodrigues@emel.pt
mailto:n.sardinha@emel.pt
mailto:j.cardinho@emel.pt
mailto:p.martins@emel.pt
mailto:c.mouro@emel.pt
mailto:e.capone@infomobility.pr.it 
mailto:s.ombellini@infomobility.pr.it
mailto:m.saccani@infomobility.pr.it
mailto:n.pozza@infomobility.pr.it
mailto:alberto.ferreras@ibv.upv.es
mailto:raquel.ruiz@ibv.upv.es
mailto:elisa.signes@ibv.upv.es
mailto:jose.solaz@ibv.upv.es
mailto:barahonanme@madrid.es
mailto:dgsostenibilidadymov@madrid.es
mailto:adradoscfj@madrid.es
mailto:perezfaf@madrid.es
mailto:rodriguezhma@madrid.es
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Alvaro de la Vega Marcos MAD +34 91 480 38 35 +34 914 803 958 vegama@madrid.es x x x x x x x x x x 

Ignacio Montes Perez MAD +34 91 480 38 20 

 

montespi@madrid.es x x x x x x x x x x 

Jose Antonio Cascales CRTM +34 91 580 45 37 +34 915 80 33 10 joseantonio.cascales@crtm.es x x x x x x x x x x 

Javier Chamorro Mata CRTM +34 91 580 46 54  +34 915 80 46 34 javier.chamorro@crtm.es x x x x x x x x x x 

Eva Muñoz Navarro ETRA +34 96 313 40 82 +34 96 350 32 34 emunoz.etra-id@grupoetra.com x x x x x x x x x x 

Manuel Serrano Matoses ETRA +34 96 313 40 82 +34 96 350 32 34 mserrano.etra-id@grupoetra.com x x x x x x x x x x 

Roberto Arribas Lorenzo ETRA +34 96 313 40 82 +34 96 350 32 34 rarribas.etra-id@grupoetra.com 

 

x x x x x x 

   Table 2 ς Partner details 

 
 

mailto:vegama@madrid.es
mailto:montespi@madrid.es
mailto:joseantonio.cascales@crtm.es
mailto:javier.chamorro@crtm.es
mailto:emunoz.etra-id@grupoetra.com
mailto:mserrano.etra-id@grupoetra.com
mailto:rarribas.etra-id@grupoetra.com
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3.3. PROJECT COORDINATOR DETAILS 

 

 Coordinator Contact Details 

 

SIMON Coordinator Antonio Marqués 

Organisation ETRA I+D 

Postal address Tres Forques, 147 

46014 Valencia (Spain) 

Telephone +34 96 313 40 82 

Fax +34 96 350 32 34 

e-mail amarques.etra-id@grupoetra.com 

Table 3 ς Coordinator details 
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SIMON. ASSISTED MOBILITY FOR OLDER AND IMPAIRED USERS 

4. COMMUNICATION GUIDELINES 

Communication will normally take place via e-mail or telephone. This section contains a set of best 
practices to be followed in order to make easier the e-mail communication process. 

The Consortium will fulfil the following communication guidelines: 

¶ A set of mailing list has been created to facilitate the circulation of information to all 
members of the project. The addresses used are: 

The mailing lists have been created with the contacts in the Table 2 ς Partner details in 
section 3.2, though they can be updated as needed at any time: 

¶ The e-mail subject will start with the name of the project ŦƻƭƭƻǿŜŘ ōȅ ǘƘŜ ²t ά²t·έ ǘƘŜ 
message makes reference to. This will be very helpful for easily identifying and classifying the 
messages. 

¶ The e-mails will be answered within three days maximum after the reception of the original 
mail. 

4.1. DOCUMENT INTERCHANGE FORMAT 

All the text documents exchanged within the project must observe the following rules: 

¶ Format *.docx/doc (Word or equivalent). 

¶ Track of changes activated. 

¶ After the final document has passed the peer review, the project coordinator submitting the 
document to the EC will generate the PDF file, properly secured. 

¶ Attachments should not be sent to mailing lists but rather placed on the project repository. 
Then, the person who has uploaded the document will notify it via e-mail to the appropriate 
mailing list, announcing the location where the document can be retrieved. 

¶ A logical structure of the repository has been organised in order to facilitate the retrieval of 
all the documents. All the partners will continue using this structure and create new 
directories in the same logical way whenever it is needed. 

¶ The presentations will use the *.pptx/ppt format (or equivalent) according to a template 
available at the Web site. 

¶ All the documents to be forwarded outside the Consortium, including the presentations and 
the final deliverables, will use ONLY pdf format, properly secured and authorizing only 
printing, no edition, no copy and no annotation. 

¶ The quarterly reports have specific templates. 

¶ The deliverables, interim milestone brief reports and documents must follow the format and 
styles indicated in the template available in the corresponding section of SIMON repository. 

¶ These templates can evolve according to the project needs. 

4.1.1. Document Numbering and Naming Convention 

The deliverables are classified according to the following types: 

¶ P: Prototype 

¶ R: Report 

¶ D: Demonstrator 

¶ O: Other 






































