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PRODEX Experiment Arrangement

Guideline for the preparation of its Appendices 1 (Work Description) and 2 (Financial Plan)

Part I: The Work Description. Appendix 1

1) Work Description:

The Work Description is to identify the Project, i.e. the work in execution of which reimbursable cost will be incurred by the Institute during the term of the Implementation Arrangement.

Length: One page should be sufficient but in no way be regarded as a firm limit. 

2) Distinctions as to 'who' and 'when':

The work to be carried by the Institute and to be paid for by ESA under the Implementation PRODEX Experiment Arrangement (the Project) is to be clearly separated from the work to be carried out by others (if the latter is mentioned at all).

Project activities to be carried out during the term specified in the Implementation PRODEX Experiment Arrangement must be clearly separated from work outside said term (if the latter is mentioned at all).

3) Compatibility with other Applicable Documents: 

Subject to 1)- 2) above the Work Description must correspond to the work description submitted to the relevant national authority in support of the Financial Plan, and is covered by the Institute Agreement.  

Part II: The Financial Plan. Appendix 2 (see figure 1)

1) Content

The Financial Plan's minimum content will encompass:


a) 
Title of the Project and identification of the Institute


b) 
Cost categories such as:


 
- Salaries (please specify employee(s) name(s)


 
- Travel


 
- Miscellaneous

- Overheads



 - Equipment < 5000 Euros purchased directly by Institute/University


- etc.


c)
Amounts.

Please note that all figures should be mentioned in Euro and that they should  be exclusive of VAT in the Agency’s Member States.


d)
Time periods

[Ideally this Appendix will be a copy of the document, which was approved by the Delegation.]

2) Procurement of equipment  > 5000 Euro (VAT exempt)

This category should not be integrated into the Financial Plan below, but rather should be listed separately. The equipment can instead be obtained via the PRODEX Office by means of placement of a Purchase Order by the Agency (See figure 2). This approach has the advantage of ensuring that the equipment purchased for the purpose of the Project will be exempt from VAT.

Work Description








Appendix 1

Title of the activity:

Example: JUICE RPWI Low Frequency (LF) Receiver– Phase CD

1. Short description of the experiment

To be written
1.1 Hardware description

To be written
2. Team organisation
To be written
3. Project Organisation and interfaces
To be written
4. Work Break Down Structure
Overall WBS to be added
5. Work packages 

The institute shall execute the work clearly defined and authorized in the present document. 

No work should be started that is not clearly authorized by the Agency. 

1.2 Phase <BCD> Work Packages

	Work Package number:
	WP1

	Work Package Title:
	

	Responsible Institute:
	

	Local Managers:
	

	Project phases:
	

	Objectives:  

	Inputs:

Description of work:

Excluded tasks: 

· 

	Deliverables:

Non-deliverables:

· 


6. Standard management requirements

1.3 Conditions for employment

All personnel allocated to the <TITLE> project in the frame of the present activity shall be employed by <the Name of the Institute>.
1.4 Requirements for Management, Reporting, Meetings and Deliverables

The following are the requirements for Management, Reporting, Meetings and Deliverables applicable to the present activity.

1.5 Management

1.5.1 General

The Institute shall implement effective and economical management for the project. 

His nominated Project Manager shall be responsible for the management and execution of the work to be performed and for the coordination and control of the work of his subcontractors and suppliers.

Decisions reached at meetings having technical baseline, cost or planning consequences, shall require formal Agency approval before implementation

1.5.2 Communications

All communications to the Agency shall be addressed to the Agency's representatives.

All communications regarding technical and programmatic matters shall also include the instrument prime contractor.

1.6 Access

During the course of the contract the Agency shall be afforded free access to any plan, procedure, specification or other documentation relevant to the programme of work.

1.7 Reporting

1.7.1 Minutes of Meeting

The Institute is responsible for the preparation and distribution of minutes of meetings held in connection with the Contract. Electronic versions shall be issued and distributed to all participants, to the Agency's Technical Officer, not later than 10 days after the meeting concerned.

The minutes shall clearly identify all agreements made and actions accepted at the meeting.

1.7.2 Bar-chart Schedule

The Institute shall be responsible for maintaining the bar-chart for work carried out under the Contract, as agreed at the kick-off meeting.

The Institute shall present an up-to-date chart for review at all subsequent meetings, indicating the current status of the contract activity (WP's completed, documents delivered, etc.).

1.7.3 Progress Reports

Every month, the Institute shall provide a Progress Report in electronic format to the Agency's representatives, covering the activities carried out under the Contract. This report shall refer to the current activities shown on the latest issued bar-chart and shall give:


Full action item list including current status;


Description of progress: actual vs schedule, milestones and events accomplished;


Reasons for slippages and/or problem areas, if any, and corrective actions planned and/or taken, with revised completion date per activity;


Events anticipated during the next reporting period (e.g. milestones reached);


Milestone payment status.

The Institute shall use the template to be provided by The Agency.

1.7.4 Problem Notification

The Institute shall notify the Agency's representatives (Technical Officer) of any problem likely to have a major effect on the time schedule of the work or to significantly impact the scope of the work to be performed. 

1.7.5 Technical Documentation

As they become available and not later than the dates in the delivery plan, the Institute shall submit for the Agency's approval Technical Notes, Task/WP Reports, etc.

Technical documentation to be discussed at a meeting with the Agency shall be submitted electronically two weeks prior to the meeting.

Technical documents from Subcontractors shall be submitted to the Agency only after review and acceptance by the Institute and shall be passed to the Agency via the Institute’s formal interface to the Agency.

7. Meetings

Progress Meetings shall be held on a monthly basis either by teleconference or in person if deemed necessary by the Agency

Additional meetings may be requested either by the Agency or the Institute.

With due notice to the Institute the Agency reserves the right to invite Third Parties to meetings to facilitate information exchange. 

For each meeting the Institute shall propose an agenda in electronic form and shall compile and distribute hand-outs of any presentation given at the meeting.

8. Deliverables

1.8 Documentation

	
	Milestone

	
	Name
	
	
	
	
	
	

	Management Documentation
	
	
	
	
	
	
	

	Progress report (monthly)
	
	
	
	
	
	
	

	Schedule
	
	
	
	
	
	
	

	Action Items List
	
	
	
	
	
	
	

	Deliverable Items List
	
	
	
	
	
	
	

	Technical Documentation
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	PA Documentation
	
	
	
	
	
	
	

	LLI
	
	
	
	
	
	
	

	Non Conformance Report(s)
	
	
	
	x
	
	
	

	NCR Status list
	
	
	
	x
	x
	x
	x

	Request for Waiver
	
	
	
	x
	
	
	

	Request for Deviation
	
	
	
	x
	
	
	


1.9 Hardware 

The following hardware will be delivered by < name of the institute>  as part of the activity:

HW-1:..

HW-2:..

HW-3: ..

1.10 Software

The following software will be delivered by < name of the institute>  as part of the activity:

SW-1 : ..
9. Interfaces and documents

The final authority to accept ICDs as per list of Applicable Documents in case of interface conflicts between partnering institutes  lies at the Instrument Prime, < name of the institute>  , since they are at the highest level of integration. 

The responsibility for performing the updates of the ICDs as list in the Applicable Documents table are between the two interfacing parties under the authority of the Prime Institute.

The Institute shall submit at agreed milestones (as per section 3 on the deliverable documents) the Documents  – including updated applicable documents (i.e. ICDs) which are under the responsibility by the Prime Institute - to the Agency for review.

10. Availability of documentation for future phases

The documentation prepared by the < name of the institute>  in the context of the <Name of project> shall be made available to the Agency for use in preparation of future Invitation To Tenders.

11. Applicable (AD) and reference (RD) Documents

The following Documents are applicable to this activity: 

	[AD 1]
	

	[AD 2]
	

	[AD 3]
	


The following Documents can be used as a reference to this activity: 

	[RD 1]
	

	[RD 2]
	

	[RD 3]
	


12. Schedule 

Actual planning to be provided here
13. Invoicing dates

The institute will be asked to submit invoices when the corresponding costs are accrued and the following milestones are met:

	No
	Name & Description
	Value 

	Invoice 1
	
	Accrued cost till  <Name of Milestone>

	Invoice 2
	
	Accrued cost till  <Name of Milestone>

	Invoice 3
	
	Accrued cost till  <Name of Milestone>


Table to be extended as needed
14. Travel Plan 

	Year 
	Num. of missions
	Destination 
	Purpose
	Persons
	Days
	Total cost
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


15. List of small equipment and consumables

List to be added here
16. Intellectual property rights 

This section is here to declare IPR if any










Appendix 2

FINANCIAL PLAN

PROJECT NAME and PHASE – INSTITUTE
Starting date: 
TBD
Ending date:    TBD
Table 1: Institute Costs in Euro
	
	YEAR
	YEAR
	YEAR

	INSTITUTE COSTS 
	
	
	

	Salaries (names + FTE) 


	
	
	

	
	
	
	

	Travel  
	
	
	

	Overheads (10%) 
	
	
	

	Small equipment and components <5000 Euro
	
	
	

	External services
	
	
	

	Miscellaneous (Shipping, insurance etc.)
	
	
	

	Total  cost
	
	
	


Table 2: Equipment to be purchased via ESA
 in Euro
	Item
	Amount

	
	








