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Disclaimer 

Any dissemination of results reflects only the author's view and the European Commission is not responsible for any 
use that may be made of the information it contains. 

 

Copyright message 

© EQUAL-IST Consortium, 2016 

This deliverable contains original unpublished work except where clearly indicated otherwise. Acknowledgement of 

previously published material and of the work of others has been made through appropriate citation, quotation or 

both. Reproduction is authorised provided the source is acknowledged. 
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1 Introduction 
The goal of the report is to illustrate the EQUAL-IST project Communication plan. It will be used as a 

reference handbook that will include the procedures, rules and standards to be adopted by the consortium, 

in order to communicate internally in the consortium and externally, with other stakeholders. 

This Deliverable is complementary to D6.1 EQUAL-IST D6.2 Quality Assurance, Risk Management Plan 

because it presents the key element of Quality Management procedures, it is the Communication 

management which address the interaction management between partners during the work execution. 

1.1 Indented audience 
The Communication Plan should be used as a reference by: 

• the Project Coordinator and the Quality and Risk Manager of EQUAL-IST 

• all Consortium Partners of EQUAL-IST 

• the external evaluator 

• the advisory board members 

1.2 Document Structure 
Chapter 2 begins with the description of the processes that will be followed during the internal 

communication among consortium members, the PO, the advisory board members and external evaluator. It 

is followed by chapter 3, which provides the communication processes description in relation to the external 

communication between consortium and the external stakeholders.  
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2 Internal Communication Management 
To guarantee the smooth and successful implementation of EQUAL-IST, it is important to define a clear 

communication framework among partners and the EC.  This deliverable defines the main communication 

roles, responsibilities, processes and tools that will ensure an efficient cooperation and communication 

among partners. 

2.1 Communication Roles and Responsibilities  
The only person who is in charge to contact the EC on behalf of the project is the Project Coordinator (PC) 

VILABS. Therefore, the PC is responsible to coordinate the preparation of all required official reports, 

amendments and project reviews for the EC summarizing progress on project tasks, deliverables and budget 

usage and reporting any deviations and corrective actions put in place. Additionally, the PC will follow up 

with all Work Package Leader (WPL) and partners to ensure accurate and timely task reporting in line with 

the DoA. WPL will respond to the EC via the coordinator on any issues raised in periodic reports or with 

deliverables relating to particular WPs thus ensuring a satisfactory response is provided. 

2.2 Communication tools 
With regards to the communication tools that will be used in order to assure an efficient internal 

communication between partners, advisory board members and the external evaluator, the EQUAL-IST 

project adopts the following:  

Consortium meetings 

The Consortium meeting is primarily a communication mechanism to ensure all partners are aware of 

project progress and future priorities. During the consortium meetings all partners are informed of the 

overall progress against objectives and to ensure all partners are aware of the priorities for the next phase of 

development of the project. The project coordinator VILABS is responsible for ensuring that consortium 

meetings take place at regular intervals over the duration of the project. At least one representative from 

each partner organization should be presented at physical consortium meetings. These meetings are chaired 

by the Project Coordinator and involve the QRM and all representatives from each partner. In principle, they 

take place approximately every six months, even though in the initial phases of the project they could be 

arranged every 3-4 months. The PC is responsible for organising the Consortium Meetings, sending an 

invitation and agenda to all partners and preparing and circulating the minutes to partners within 7 calendar 

days after the meeting. The minutes can be amended by all members participating the meeting within 3-4 

days after sending the first version. The PC integrates all changes and releases the final version of the 

minutes notifying all partners accordingly. 

The following face-to-face meetings are anticipated during the proposal writing, and if needed will be 

updated during the project execution: 
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 Project kick-off meeting (M1), to clarify the administrative processes, discuss the Consortium 

Agreement and scheduling in preparation for the milestones. 

 Project meetings (M6, M12, M24, M30). Four (4) two-day partner meetings in locations that rotate 

across the partners. These meetings will be used for WP-group and cross-WPs meetings. 

 Partner meetings to discuss project progress and in preparation for EC review at the invitation of the 

EC Project Officer (M15, 36). 

Online Meetings  

Meetings will also be held remotely by teleconference. The GoToMeeting Conference Tool will be used to 

organize short remote meetings between partners. The online meetings are planned to take place on a 

monthly basis to track progress on the project, report on deviations from plan (if applicable), agree 

corrective actions (if necessary) and agree on commitments for the coming months. However, additional 

online meetings can be arranged depending on the particular needs of the project. The information related 

to connect to the meeting as well as the agenda will be circulated not later than a couple of days before the 

meeting. The person convening the meeting shall take the minutes, which should be prepared and circulated 

within 5 days after the teleconference.  

E-Mail  

Electronic Mail will be one of the principal means used in the project to exchange information. A special e-

mailing group (all@equal-ist.eu ) has been created and contains the EQUAL-IST members and it is used for 

several purposes: advise the availability of new information, request for input to Deliverables, circulate 

agendas of meetings and events relative to the project, etc. The use of the e-mailing group is strongly 

recommended, whereas the usage of person-to-person private emailing should be limited, so as to privilege 

visibility within the project to all people working in the project. The mailing list members is notified to the 

entire consortium and any partner may add or remove contacts to the mailing list at any time. 

For documents exchange partners should avoid sending documents as attachment but instead saving them 

in the project’s document repository (Dropbox) and inform (through email) the partners accordingly. The 

project’s folder in DropBox acts as a primary means of communication for the delivery and interchange of 

documents, templates, datasets and multimedia contents. All project participants are granted access to the 

shared folder. Each project partner is responsible to notify VILABS of changes of project participants in their 

organization, in order to allow VILABS to update the lists of users involved in the various work packages. 

More information about the data storage will be described and updated at D6.3 Data management and RRI 

plan due on M6. 

Skype  

It is recommended that each participant uses Skype for quick day to day communications. These tools allow 

partners to “know” when a colleague is available and a quick check can be made to determine whether 

he/she is available for discussions, light document exchange etc. Skype is also highly suggested for group 

messaging about a specific issue and between particular team members.  

 

  

mailto:all@equal-ist.eu
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3 External communication management 
The communication outside the EQUAL-IST consortium, such as other European projects or other 

stakeholders (described in D.1) will be mainly performed by the public EQUAL-IST website and Social media 

that they are developed and managed by VILABS and can be accessed at: 

 Website: http://www.equal-ist.eu/ 

 Twitter: https://twitter.com/equalist  

 Facebook page: https://web.facebook.com/EQUALISTproject 

 LinkedIn Group: EQUAL-IST 

The website and the social media accounts contain the project overview and detailed information about 

EQUAL-IST consortium. Any news relevant to the project will be reported in the website throughout the 

duration of the project and relevant posts at social media will redirect to these pages. 

Any external stakeholder who desires to come in contact with the EQUAL-IST project team will find very 

easily at the website and social media accounts the general email that owns the Coordinator and 

Dissemination manager info@equal-ist.eu as well as the contact details of one representative from each 

partner at the website: http://equal-ist.eu/partners/ . Finally, a contact form is also available for anyone who 

wants to send a message to the consortium: http://equal-ist.eu/contact-us/  

If one or more partners intend to submit for publication a part of work performed within the project, the 

partner shall inform the Project Coordinator and the consortium members before the submission, by 

sending an email to them with the relevant information about that publication (titles, authors, abstract). 

Each publication should include: 

1. The project Logo 

2. The European Union Flag, available here: http://europa.eu/about-eu/basic-

information/symbols/flag/index_en.htm  

3. Acknowledgements: The present study was funded through the Project EQUAL-IST "Gender Equality 

Plans for Information Sciences and Technology Research Institutions" of the European Union's 

Horizon 2020 Coordination and support action programme under the grant agreement No 710549.  

Any objection from consortium partners to the planned publication shall be made in writing to the Project 

Coordinator, within 7 days after receipt of the notice. Example of justified objections are: (a) the objecting 

Party's legitimate academic or commercial interests are compromised by the publication; (b) the protection 

of the objecting Party's Foreground or Background is adversely affected; (c) legal, privacy, ethical constraints 

are not respected. Other objections could be justified. However, any objection has to include a precise 

request for necessary modifications. 

If an objection has been raised, the involved partners shall discuss how to overcome the justified grounds for 

the objection on a timely basis (for example by amending the planned publication and/or by protecting 

information before publication) and the objecting partner shall not unreasonably continue the opposition if 

appropriate actions are performed following the discussion. 

A written acceptance shall be returned to the partner (within 2 weeks) before this partner proceeds to the 

submission. Moreover, the participation in exhibitions through a stand and the presentation of demos of the 

project results require prior agreement of the whole project Consortium. 

http://www.equal-ist.eu/
https://twitter.com/equalist
https://web.facebook.com/EQUALISTproject
mailto:info@equal-ist.eu
http://equal-ist.eu/partners/
http://equal-ist.eu/contact-us/
http://europa.eu/about-eu/basic-information/symbols/flag/index_en.htm
http://europa.eu/about-eu/basic-information/symbols/flag/index_en.htm


D6.1 Communication Plan 

 9 | 9 

 

All publications, presentations, active participation to events etc. in the name of the project must be 

announced to the Project Coordinator, the Technical and will be centrally documented. Updates need to be 

done in the respective tables in the interim reports. In addition, each partner shall fill in the respective 

template “EQUAL-IST Dissemination Form” which is available from the Project Coordinator who in the same 

time is also the WP6 Leader. 

 

 

 


