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1. Introduction 

1.1 Objective of the Project Management Plan (PMP) 

The main objectives of the Project Management Plan (PMP) are twofold: (1) The PMP serves as an 

instructive reference document and a management tool for the INCiTiS-FOOD partners. (2) The PMP 

further clarifies the Description of Action (DoA) by precisely outlining the different Work Packages 

(WPs) and related tasks and defining responsibilities to ensure a smooth implementation of the 

project, and therewith contribute to the overall objectives of INCITIS-FOOD.  

 

This document is divided into three sections covering: 

• The overview of the objectives, the structure and workflow, and the time schedule of 

INCiTiS-FOOD (Chapter 2 – Overview of the project), 

• The project organisation (Chapter 3 – Project organisation), 

• The project management rules and quality management (Chapter 4 – Project management). 

The rules related to communication and dissemination processes will be part of Deliverable 5.1 – 

Dissemination, Exploitation and Communication Plan and Reports I (due in month 3) 

 

1.2 Update of the Project Management Plan 

The PMP is designed as a living document with regards to scheduling implementation and 

coordination of interactions between the WPs. If necessary, further updates will be incorporated to 

consider the jointly agreed changes in terms of management rules or temporal references. 
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2. Overview of the INCiTiS-FOOD project 

2.1. Project Abstract 

Current African city region food systems fail to deliver food and nutrition security (FNS), health, and 

environmental sustainability. INCiTiS-FOOD develops scientifically underpinned circular agri-food 

technologies and practices, suitable for African cities. The context specific socio-technological use 

cases of INCiTiS-FOOD address the prevalent deficiency of animal sourced foods, vegetables, and 

fruits. Hydroponics, aquaponics, and insect farming hold great promise because they require limited 

land, water, energy, wealth and reduce waste. Hydroponics and aquaponics infer soilless, circular 

vegetable and fish farming enterprises. Using an interdisciplinary approach, inclusive and scalable 

business models are developed for these enterprises, contributing to thriving and collaborative 

communities. This circular food system thinking improves FNS, delivers safe, affordable, nutritious, 

and healthy food, reduces waste and the environmental footprint in African cities. INCiTiS-FOOD 

follows a multi-actor approach for co-design and co-creation of circular agri-food innovations and 

business models, involving 8 city Living Labs (LLs) in 6 countries from 3 African regions (East: Kenya; 

West: Ghana, Nigeria, Sierra Leone; Central: Cameroon, Gabon). The project aims for its innovations 

and businesses to attain a technological, societal, and business readiness level of TRL-7, SRL-7, and 

BRL-5, respectively. INCiTiS-FOOD agri-food innovations and business models will be widely adopted 

because their research and innovation maturity are proven by a large-scale demonstration as part of 

the Cascade Fund (1,000,000€). International ecosystem building is promoted by the digital INCiTiS-

FOOD Platform on SmartAgriHubs.eu to support African innovation actors. In strengthening resilience, 

inclusiveness, and FNS, INCiTiS-FOOD guides policy transformation by adhering to the EU Taxonomy 

Regulation and Milan Urban Food Policy Pact. The consortium is constituted with the EU-Africa 

dialogue in mind. 

 

2.2 Project Structure 

2.2.1 Detailed Project Structure 

INCiTiS-FOOD consists of seven WPs, accomplished by 22 Beneficiaries, one Affiliated Entity (AE) and 

one Associated Partner (AP). The project implementation structure is displayed in Figure 1. Besides 

the WPs, the conceptual framework of INCiTiS-FOOD is depicted in Figure 2. By means of this project 

structure, INCiTiS-FOOD aims to achieve the following specific objectives: 

• SO#1: Analyze the food systems, including the water-environment-food-energy (WEFE) 
Nexus, in 8 African cities and towns. Identify food system innovators and farm-to-fork use 
cases that include elements of circularity. 
 

• SO#2: Co-design and co-create circular agri-food technologies and practices with a sufficiently 
high TRL, BRL and SRL in the LLs of 8 African cities, using local resources and services, to 
increase availability of safe and nutritious food. 
 

• SO#3: Incubate and accelerate circular agri-food entrepreneurship along the entire INCiTiS-
FOOD supply and value chain, improve governance and link businesses to digital applications. 
 

• SO#4: Assess the impact of circular agri-food innovations on end-users to foster evidence-
based urban food policy formulation for city region food systems in Africa. 
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Figure 1: INCiTiS-FOOD Project overview and WPs 
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Figure 2: INCiTiS-FOOD conceptual framework 

 

2.2.2 Breakdown of Work Program 

The breakdown of the work program relates to 7 WPs and ensures a coherent management of the 

project to reach the consortium objectives. All WPs mentioned in the following consist of different 

tasks, led by the task leaders as pointed out in the Grant Agreement Annex 1 Part A. 

• WP1 – Local urban and peri-urban food system analysis: Identifying opportunities and 
challenges for sustainable circular city region food systems in Africa by mapping the local 
innovation potential for food production technologies and practices as well as midstream food 
business opportunities. Reviewing existing approaches for energy efficient, protein rich, and 
healthy foods. WP1 will (i) conduct city region food system analyses in 8 cities and towns 
(Kenya: Nairobi & Nakuru; Ghana: Tamale; Nigeria: Lagos & Ibadan; Sierra Leone: Moyamba; 
Cameroon: Bamenda; Gabon: Franceville) and 3 African regions: East, West, Central. WP1 will 
(ii) identify the innovative ecosystem potential for co-creation and knowledge sharing; (iii) 
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validate a set of new, clearly defined, gender responsive use cases and their circular 
characteristics; (iv) conceptualise the WEFE Nexus of the selected use cases. 
 

• WP2 – Developing demand-driven circular agri-food technologies and practices: WP2 aims 
to (i) develop agri-food technologies and practices with a TRL-7 & SRL-#7, increased degree of 
circularity, reduced environmental footprint, and improved food yield and safety. The focus 
will be on ‘low to medium tech’ solutions that use locally available resources (materials, crafts, 
etc.) and service streams (mobile apps, skills, etc.); (ii) transform LLs into local incubators and 
accelerators of innovation (i.e., competence centres) that will be active beyond the project 
duration; (iii) develop viable prototypes, test them by deploying initial minimum valuable 
products (MVPs) into their operational environment, measure their performance, receive 
feedback, iteratively arrive at better-fit MVPs in order to enable the large-scale demonstration 
phase funded through the Cascade Fund (WP3). 
 

• WP3 – Capacity and ecosystem building in food related entrepreneurship: WP3 will conduct 
business feasibility studies, develop innovative business models, and undertake business and 
financial capacity building (BRL-#5) of adopters of WP2-MVPs to achieve inclusive 
environmental and economic sustainability at all levels of the supply and value chain in the 
city region food systems. This encompasses improving access of businesses to credit and 
cascade funding as well as linking INCiTiS-FOOD innovators to markets through digital 
applications. 
 

• WP4 – Analysis of innovation impact on welfare improvement of urban food policies in 
African cities: The aim of WP4 is to generate empirical (qualitative & quantitative) evidence 
on the impact of the adoption of circular agri-food systems innovations on the welfare of 
stakeholders. The impact analysis supports the development of an adequate urban food policy 
framework for African cities and towns that is inclusive, pursuing a high level of food safety, 
energy efficient, and environmentally friendly. This will guide municipal authorities to pre-
register with the Milan Urban Food Policy Pact (MUFPP: milanurbanfoodpolicypact.org/), 
which will align African city food policies with EU standards. MUFPP and INCiTiS-FOOD have 
linked up as sister projects within the “Food System Africa Cluster” of the European 
Commission (EC). 
 

• WP5 – Dissemination, communication & strategic actor engagement: Oriented towards 
external establishment of INCiTiS-FOOD and third-party, strategic engagement, WP5 aims to: 
(i) Set, deploy, evaluate, and update an effective dissemination, communication, and 
exploitation plan; (ii) Introduce the project to targeted communities and foster EU-AU 
partnerships; (iii) Support community engagement and expansion of INCiTiS-FOOD agri-food 
technologies and practices through 2 international Open Calls resulting in financial support  
for third-parties (FSTP). 
 

• WP6 – INCiTiS-FOOD Project Coordination and Management: Oriented towards the 
coordination and management of INCiTiS-FOOD, WP6 aims to: (i) Ensure effective project 
management and coordination, including legal issues, reporting, quality management, day-to-
day and sound financial management; (ii) Assess, monitor, and manage risks; (iii) Ensure 
proper data management, open science and protection of intellectual property rights (IPR); 
(iv) Ensure ethical compliance, equality of gender and cultural respect; (v) Act as central point 
of contact for the EC. 
 

• WP7 – Ethics requirements: Ensuring compliance with the 'ethics requirements' that the 
project must comply with. 
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2.2.3. Implementation Schedule 

In order to manage INCiTiS-FOOD efficiently and effectively, the project implementation plan was 

established in line with the breakdown of the WPs as visible in the Gantt chart set out in Annex 1, 

Part B (here Figure 3). The overall implementation schedule as outlined in Figure 3 is available on 

EMDESK (the project’s web-based collaboration platform, cf. chapter 4.2 for further information) 

and will be updated if necessary. 
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Figure 3: Gantt Chart (Stars = Milestones, Documents = Deliverables) 

 

3. Project Organisation 

3.1 Organisational Bodies 

Figure 4 outlines INCITIS-FOOD organisational structure with its main organisational bodies and shows 

additionally the relations with the EC and the External Expert Advisory Board (EEAB). The organisation 

of the INCITIS-FOOD project is structured into five main levels, namely the General Assembly (GA), the 

Project Steering Committee (PSC), the Ethics Board, the Coordination Team, and the Work Package 

Leaders (WPL). Detailed organisational procedures are included within the INCITIS-FOOD Consortium 

Agreement (CA). 
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Figure 4: Project’s organisational structure 

 

3.1.1 General Assembly (GA) 

The GA is the ultimate decision-making body of the project consortium and consists of one 

representative from each partner. The GA decides on the overall project management strategy, 

including contractual matters and exploitation matters. The interaction between the partners, the 

distribution of funds and the decision-making (e.g., voting rights) are laid out in detail in the CA. The 

tasks, missions and objectives of the GA are as follows:  

• to assess the performed work, take decisions about the strategy of the project, 

• to take major decisions on issues related to the technical implementation of the action,  

• to analyse conflicts related to the technical implementation of the action between partners 
and propose solution measures, 

• to decide by confidential vote about allocation of finances,  

• to add new beneficiaries or AE of the consortium if need arises, 

• to appoint/replace members of the PSC and Ethics Board, 

• to amend the Grant Agreement, if necessary, 

• to change or exchange WPs. 

The GA is chaired by the CO. The GA will meet at least once a year (see Table 1, chapter 3.3). During 

the GA meetings, issues (e.g., financial issues) as well as progress within WPs and main achievements 

will be presented, discussed, and decided upon. The internal reporting will include the main results 

achieved by the partners, the main difficulties encountered, press releases and alike, and the 

publications and/or conference participations during the reporting period. The GA will also review the 
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Intellectual Property Rights (IPR) according to the regulations in the Grant Agreement and the 

Consortium Agreement. 

 

3.1.2 Project Steering Committee (PSC) 

The Project Steering Committee (PSC) is the governing body for the execution of the project and an 

additional decision-making body of the project consortium. Member partners are: 

• Coordinator (CO): Gertrud Buchenrieder (UniBw M, p1) 

• Co-Coordinator (CO): Emmanuel Benjamin (UniBw M, p1)  

• Project Manager (PM): Birte Wolff (BayFOR, p17) 

• Quality Manager (QM): Roland Azibo Balgah (BUST, p10)  

• Ethics Manager (EM): Julius Olapade (NUSL, p4) 

• Project-Data Protection Officer (Project-DPO): Christy Aikhorin (WECF, p20) 

• Open Call Manager: Maja Radisic (FSH, p14) 

• Dissemination and Communication Manager (DCM): Mladen Radisic (FSH, p14) 

• (WP leaders as need arises): WP1, KU, p13; WP2, FH-SWF, p5; WP3, UDS, p15; WP4, ADC, p2; 
WP5, FSH, p14) 
 

These roles and their responsibilities are set out in detail in chapter 3.2. The PSC, led by the CO, make 

decisions on the key project issues, particularly those related to financial matters, resources, IPR, 

changes in the management plan, and changes in consortium membership (i.e., inclusion of new 

beneficiaries or AE, or departure of current beneficiaries or AE). The PSC can be consulted all along 

the project for important decisions (voting rules are defined in the CA). Furthermore, the PSC prepares 

decisions for the GA. The two main key roles of the PSC are the following:  

• To take charge of the management of the fund and the management of conflicts, 

• To assess the work carried out within the WPs and ensure its alignment with the project 
objectives. 

The PSC meets at least twice per year, preferably alongside the GA. The PSC meeting will be organised 

and moderated by the CO. An internal review of the project regarding milestones, deliverables, 

budget, and risks will be carried out.  

 

3.1.3 Ethics Board 

During the implementation of the project, certain ethical issues may arise. As a research and 

innovation project, INCiTiS-FOOD has a responsibility to the persons involved in the research and 

project activities and their rights, safety, well-being, and interest, and to the communities that are 

engaged and involved in the research. To deal with these issues appropriately, an Independent Ethics 

Advisor (IEA) is advising and monitoring the project on ethical guidelines and processes. A 

comprehensive ethical framework will be developed by the IEA and the project internal Ethics Board, 

ensuring that ethics related processes and rules are established and followed throughout the entire 

project duration and that the ethical standards and guidelines of Horizon Europe are rigorously 

applied. Ethics issues in the INCiTiS-FOOD project, identified by the EC in the Ethics Summary Report, 

include the following topics and procedures: 

• The collection, processing of personal data, including the identification of the personal data 

to be processed, and GDPR issues and regulations that govern them; 
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• The use of fish (vertebrates; animal directive 2010/63.) as farm animals; 

• Environment and safety issues identified in the ethics self-assessment section; 

• Benefit-sharing measures for the low/lower middle-income countries involved in the 

project; 

• Identification and monitoring of ethics issues regarding the grants funded via the financial 

transfers to third parties (FSTP) in the project, also addressed as cascade fund. 

 

Member partners of the Ethics Board are 

• Coordinator (CO): Gertrud Buchenrieder (UniBw M, p1) 

• Co-Coordinator (CO): Emmanuel Benjamin (UniBw M, p1)  

• Ethics Manager: Julius Olapade (NUSL, p4) 

• Project-Data Protection Officer (Project-DPO): Christy Aikhorin (WECF, p20) 

• Open Call Manager: Maja Radisic (FSH, p14) 

• Independent Ethics Advisor (IEA): Anne Demoisy 

• WP leaders (as need arises): WP1, KU, p13; WP2, FH-SWF, p5; WP3, UDS, p15; WP4, ADC, p2; 
WP5, FSH, p14. 

The roles and their responsibilities will be set out in detail in chapter 3.2. below. The D6.1 Project 

Management Plan is complemented by the deliverables of Work Package 7 - Ethic Requirements. All 

INCiTiS-FOOD partners are expected to adhere to the guidelines established by the Ethics Board of the 

project in all project activities. 

 

3.1.4 Coordinator and Coordination Team 

The CO is the legal entity acting as the intermediary between the beneficiaries and the EC. The CO 

reports directly to the EC Project Officer and works closely with the WP Leaders in monitoring the 

technical implementation of the project action. The CO is entitled to make urgent low-level decisions, 

if necessary, after discussing the situation with the WP Leaders. The CO can propose solutions and 

contingency plans in case of delay, discrepancies or if action choices must be made. The CO will be 

supported by the Project Manager (PM) in all administrative and financial management tasks and 

further by all partners. The CO and the PM constitute the coordination team (CT) to ensure the 

efficient and transparent execution of the overall project. 

 

3.1.5 Work Package Teams 

The Work Package Teams (WP Teams), managed by each WP Leader, implement the action activities 

and report to the GA and the PSC. The WP Leaders are responsible for the day-to-day management 

and coordination of WPs. The main responsibilities of the WP Teams include the following: 

• To implement the action activities as planned in the Grant Agreement; 

• To provide guidelines to the different partners regarding their specific tasks in the WP, and 
identifying and channelling relevant input from other WPs; 

• To ensure that the actions are aligned with the project schedule and work plan; minor 
deviations can be settled by the concerned WP Leader and Teams, while larger deviations 
need to be reported to the PSC; 

• To collect data for the review reports to be sent to the CT and all relevant partners; 
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• To prepare reports in time for the PSC and especially the CT to ensure the quality chain and 
for submitting the reports to the EC by the CO; 

• To report any other critical issues to the CO for timely risk management. 

 

3.1.6 External Expert Advisory Board 

The External Expert Advisory Board (EEAB) of INCiTiS-FOOD supports the project to ensure state-of-

the art scientific and policy actions. The EEAB also supports the project in widening its ecosystem 

beyond the consortium. It is composed of external experts from non-funded entities. They advise on 

technical developments, innovation and exploitation and evaluate the work towards the set overall 

objectives. The EEAB consists of five members but could be extended if necessary. Current EEAB 

members are  

• Nelly Maina, Gender Officer, African Development Bank (AFDB) 

• Sunil Siriwardena, Senior Researcher, WorldFish Center 

• Dorte Verner, Lead Economist in Food and Agriculture Global Practice, World Bank 

• Kathrin Steinberg, Head of Research, Aquaculture Stewardship Council (ASC) 

• Meng Zeng, Team Lead of Digital Agriculture Innovation Hubs, Food and Agriculture 
Organization (FAO) 

Members of the EEAB will participate, by invitation, in GA meetings to obtain information on project 

progress and accomplishments and to make recommendations, but they will not have voting rights. 

For instance, during the kick-off meeting (KOM) at Kenyatta University (p13) in Nairobi, Kenya, Nelly 

Maina of AFDB participated and advised the consortium on gender issues.  

The CO is authorized to execute with each member of the EEAB a non-disclosure agreement, the terms 

of which shall be no less stringent than those determined in the CA, no later than 60 calendar days 

after their appointment or prior to any exchange of confidential information, whichever is sooner. The 

CO will take the minutes of the EEAB meetings and prepare responses to EEAB suggestions. EEAB 

meetings will be held during GAs, if necessary. 

 

3.2  Roles and Responsibilities 

3.2.1 Project Coordination Roles 

Project Coordinator (CO) 

The CO is responsible for the lead of the project, the coordination of the consortium parties and will 

act as the final validation instance for all documents. The CO will chair the GA and the PSC meetings 

and will be responsible for the dissemination of information, results, and feedback towards the 

consortium parties. The CO will be the interface to the EC (Project Officer and Financial Officer) for 

which she will be the main contact point, including the distribution of funds to the parties, and 

answering all formal requests. The CO aligns the project and serves as a de-escalation body for all 

matters of the project. 

The CO’s entity will be in charge of payments towards the beneficiaries. For administrative tasks 

regarding reporting, budget management, and implementation of administrative rules and 

procedures, the CO is supported by the PM (BayFOR, p17).  
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Project Manager (PM) 

The PM (BayFOR, p17) supports the CO in all administrative aspects and is in charge, together with the 

CO, of the project’s implementation control and quality procedures. On a day-to-day-basis, the PM 

works closely together with the CO to support the project objectives. CO and PM build the 

Coordination Team of the project. The PM will be included in the quality assurance structure of 

INCiTIS-FOOD. 

Quality Manager (QM) 

The QM (BUST, p10) contributes to the project’s reporting and quality review process of deliverables 

and milestones, in collaboration with the CO and PM. The QM will conduct the internal quality 

assessment of milestones and deliverables that are based on quantifiable objectives. During the PSC 

meetings, it is foreseen to perform internal assessments of the project and to ensure the conformity 

and the quality of all project deliverables with the requirements, respectively. The QM will also review 

and monitor the foreseen and unforeseen risks which project partners and WP leaders identify and 

communicate as part of the internal reporting. 

All deliverables generated by the partners in charge will be checked and reviewed by the project’s 

quality chain, described in chapter 4.1.4. 

Ethics Manager 

The Ethics Manager (NUSL, p4) will ensure compliance with the ethical principles and the applicable 

EU, international, and national laws for the ethical issues identified in the Ethics Summary Report 

(cf. 3.1.3) and any additional ethics issues that may emerge in the course of the project. His tasks 

may vary depending on the different phases of the INCiTiS-FOOD project, but in general, the Ethics 

Manager monitors the proper implementation of ethics requirements by all project partners as set 

out in the Ethical Framework. This document will be developed by the IEA and the project internal 

Ethics Board in the first months of the project, ensuring the project’s participatory research 

approach follows good ethical practice and guarantees fair and equal power relationships between 

all parties involved. He serves as point of contact for the IEA and is responsible for involving the IAS 

in the project implementation if necessary.  

Independent Ethics Advisor (IEA) 

The Ethics Summary Report of INCiTiS-FOOD requested to appoint an IEA to monitor and advise the 

consortium throughout the implementation of the project on the ethics issues identified for the 

project as outlined in Chapter 3.2.3. Based on an open call procedure, Ms Anne Demoisy was 

awarded the service contract to act as IEA in the INCiTiS-FOOD project. Starting Month 1, the IEA  

• provides full support to the CO, the PSC members, and project scientists and researchers in 

observing all ethical aspects related to project actions; 

• participates in the (web-based) meetings of the Ethics Board and PSC; 

• assists in the development of a comprehensive ethics framework on the ethical aspects 

within the first months after the start of the project; 

• assists the CO and the EM in the preparation of the ethics reports (D7.2, D7.3, and D7.4) at 

the end of each reporting period (M18, M36 and M48). 

Project-Data Protection Officer (Project-DPO) 

The Project-Data Protection Officer (Project-DPO) ensures compliance of project activities with all 

guidelines established in D6.2 Data Management Plan (DMP) on the collection and processing of 

data necessary for the project, including the identification of personal data to be processed. In 
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collaboration with the CO, the Project-DPO ensures the correct collection, processing, storage, 

securing, and deletion of data and the conformity of these processes with the General Data 

Protection Regulation (GDPR) of the European Union (EU). The Project-DPO works closely with the 

Ethics Manager and IEA and will recommend strategy adjustments to the General Assembly if 

necessary. 

Open Call Manager for Financial Support to Third Parties (FSTP) 

As part of INCiTiS-FOOD financial support to third parties (FSTP), FSH (p14) will organise and publish 

two Open Calls for the Cascade Fund: (1) Open Call for Local Innovation Hubs (M24) and (2) Open 

Call for Independent Innovators (M32). The Open Call Manager (FHS, p14) ensures competitive, fair, 

objective and transparent Open Call processes as well as compliance with the selection criteria and 

procedures that will be developed by the project partners. Furthermore, the Open Call Manager has 

to ensure that the eligibility conditions for FSTP set out in the Grant Agreement (Art. 6.2.D.1 and 

Annex 1, e.g., maximum amount of financial support, criteria for calculating the exact amount, 

different types of activity that qualify for financial support, persons or categories of persons that 

will be supported) are met. 

Dissemination and Communication Manager (DCM) 

The DCM (FSH, p14) will organise and promote the communication and dissemination of successful 

results and important information towards different stakeholders and the public. The DCM has the 

responsibility to keep track of all communication and dissemination activities within the project in 

order to establish a targeted dissemination of project results and latest achievements. This will allow 

the consortium to reinforce the links between the relevant European and non-European communities 

and end-users clustered around other international or national research activities. The beneficiaries 

contribute to the communication and dissemination activities by promptly providing the DCM with 

corresponding information. The DCM will have the responsibility to present an updated overview of 

all dissemination and communication activities at each GA meeting.  

Work Package Leaders (WP Leaders) 

The WP Leaders are responsible for managing partners and their actions relevant for the different 

tasks of the WPs. They are also in charge of mitigating and reporting all potential risks affecting the 

project, solving technical issues and actions allocated to their WP towards the PSC. WP Leaders ensure 

that necessary interaction between WPs is assured, especially if actions of different WPs build on each 

other or are interdependent. They are in a constant exchange with the CO and keep her and the CT 

up-to-date regarding the progress of the current tasks. 

Task Leaders and Task Teams 

Task leaders manage the parties and activities within a specific task. They are in charge of mitigating 

and reporting all potential risks affecting the project, solving issues with regard to the technical 

implementation of actions related to their task and report the WP Leader.  

Living Labs (LL) manager  

INCiTiS-FOOD works with eight LLs in six countries in three African Regions – East, West and Central 

Africa: Two LL in Kenya and Nigeria, and one each in Ghana, Sierra Leone, Cameroon and Gabon. To 

ensure gender equality, the LL are co-managed by 2 managers of different gender and/or age (such 

that at least one of the managers is a young person) organizing and coordinating all project activities 

related to the LL. As part of the D2.2 LL Implementation plan, a code of conduct will be developed by 
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the project’s inclusivity working group (KU, WECF, and Y4D) and LL managers. The code of conduct for 

the LLs will help to create a safe and inclusive workspace in the LLs. 

The LL managers report on their progress, implemented activities and challenges to the beneficiaries 

(ADC, NUSL, USTM, UI, BUST, KU, IDS, EGE) who will keep the respective task and WP leader up to 

date. This allows task and WP leader to monitor progress and any risks and make timely adjustments 

to the Implementation Plan and define mitigation measures if necessary. 

 

3.2.2 General Decision Making 

Ideally, the WP Leaders make decisions within the scope of their WPs, respectively WP tasks in 

consensus with the task leaders, other involved partners, and the Coordination Team. For more far-

reaching decisions, the GA and/or PSC shall be consulted in accordance with the CO. All decisions can 

be taken in personal/digital meetings or through written documents that are distributed 

electronically. The rules on decision making within the project are described in detail in the CA. 

Decisions must be based on a consensus among the partners involved. If consensus cannot be reached 

or if a conflict arises between the partners, the issue will be discussed at the WP level, with the 

arbitration of the WP Leader. If arbitration is rejected or no solution is found, the CO will mediate to 

reach an agreement. If the CO and the PSC fail to resolve the issue, or if the CO is involved in the issue, 

it would then be brought to the GA, which concludes the dispute by majority vote. For serious and 

urgent matters, an extraordinary GA can be called. 

 

3.2.3 Gender Equality  

As stated in the Grant Agreement, equal opportunities for women within the research and technology 

development (RTD) and management of the project are assured throughout all project activities. This 

includes but is not limited to: 

Vacancies 

Open positions will be announced nationally and internationally in relevant outlets, social media, and 

the project website. The partner hiring and its equal opportunity team can consult the PSC on the top-

3 candidates. 

Gender approach and composition of teams working in the LL 

Each LL are co-managed by 2 managers of a different gender and/or age such that at least one of the 

managers is a young person. The managers organize and coordinate the project activities. For an 

inclusive and safe space in the LLs, a gender, youth and marginalized groups guideline will be 

developed by the INCiTiS-FOOD inclusivity working group (KU, Youth4Development and WECF) and by 

the LL managers. A Code of Conduct will be established for each LL, adapted to the local context and 

the needs of the diverse organisations, which includes rules and processes for the day-to-day tasks in 

the LL. These guidelines will be incorporated in D2.2 Living lab (LL) implementation plan as a living 

document. 

Precautionary measures in case of sexual harassment & abuse 

A clear policy against sexual harassment and abuse is inherent to INCiTiS-FOOD. Precautionary 

measures will be established in the Code of Conduct. 



D6.1 Project Management Plan 
 

21 
   

Statement: 

Sexual harassment is defined as an unwelcome conduct of sexual nature which makes a person feel 

offended, humiliated and/or intimidated. It includes situations where a person is asked to engage in 

sexual activity as a condition of that person’s employment or other dependency situations, as well as 

situations which create an environment which is hostile, intimidating or humiliating for the recipient, 

such as, for example, sexually charged jokes. 

All partners of the INCiTiS-FOOD project agreed to display a zero-tolerance policy for any form of 

sexual harassment, to treat all incidents seriously and to promptly investigate all allegations of sexual 

abuse and harassment. Any person found to have sexually harassed another person will face 

disciplinary action, up to and including dismissal from employment or removal from the consortium. 

All complaints of sexual misconduct will be taken seriously and treated with respect and in confidence. 

Partners of the INCiTiS-FOOD project will not tolerate any negative treatment in the workplace of 

persons making such a complaint. Measures will be taken to protect the aggrieved person. 

Furthermore, the consent of the aggrieved and reporting person will be sought in all steps of 

investigation of the alleged perpetrator. This includes external and formal reporting on extreme and 

criminal conducts such as rape and violence. 

 

As part of the Ethics Framework (contributing to D7.2 OEI – Requirement No. 2) as well as for D2.2 

Living lab (LL) Implementation Plan, contact persons and reporting procedures will be established as 

to whom persons who wish to report grievances, non-compliance or particular challenges can turn to. 

The reporting procedures will ensure that members of the Ethics Board are informed and that 

immediate action can be taken. 

 

3.2.4 Inclusion and Empowerment of Young Adults 

The projects’ code of conduct underscores the need to promote an inclusive approach to the 

development of the youth. It seeks to promote equity and equality, including working to eliminate all 

forms of discrimination. Key actions are needed to engage the youth in ensuring their active 

participation, empowerment and holistic engagement. The project’s Code of Conduct is guided by the 

AU Youth charter and EU Youth strategy values. The values are underpinned and informed by the 

following principles:  

(i) Responsiveness: The project stakeholders in all related sectors shall respond to the needs and 

concerns of the youth and act with an aim of harnessing their human potential for sustainable 

development    

(ii) Access: youth shall be supported and encouraged to access quality services while ensuring equal 

opportunities for all and active participation in the LLs and throughout the project  

(iii) Participation: The youth, respectively the young adults (18-35 years) shall be involved in 

communication, dissemination, planning, decision-making, advocacy and behaviour change processes 

that affect them and the wider community  

(iv) Inclusion: The main impediment to youth’s active participation and socio-economic fears shall be 

addressed throughout the capacity-building trainings and positively taken to support direct and 

indirect inclusion of youth in various activities;   
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(v) Integration: All project stakeholders shall be required to cooperate and coordinate their efforts to 

create synergy in supporting development of youth and helping them realize their full potential;   

(vi) Diversity: The Living Labs will engage participants from different backgrounds and cultures 

without prejudice. The diverse background of the young people shall be recognized and respected 

including their role in the emotional, social, cultural and spiritual development;   

(vii) Empowerment: Young people shall be empowered to take control of their own lives and destiny 

and to take full responsibilities of their actions while influencing their own future and trigger positive 

change;   

(viii) Equality: All youth shall be given equal respect, opportunity, dignity regardless of their 

experience, ethnic or socio-economic status, physical and mental capacity, gender, age, sexual 

orientation, ability as well as other vulnerabilities;  

(ix) Transparency: project stakeholders engaged in youth development shall operate in a transparent 

and accountable manner.  

These guidelines will also be incorporated into other deliverables, e.g., in D2.2 Living lab (LL) 

Implementation Plan, D3.2 Gender inclusive analysis and D3.3 Open Call Guidelines and Reports I. 

 

3.3  Project Meetings 

Project meetings will be scheduled on a regular basis, as indicated in Table 1, to monitor progress and 

oversee project management. GA and PSC meetings will ideally take place on the same date and 

therefore will be virtual or face-to-face meetings. All other meetings will be conducted primarily via 

video or telephone conference call. The meetings of the coordination team are scheduled to take place 

weekly or bi-weekly. 

 

GA At least once a year CO, WP leaders 

for WP sessions 

At any time upon written request of the 

PSC or 1/3 of the members of the GA 

PSC At least biannually, 

alongside GA 

CO At any time upon written request of any 

member of the PSC 

Ethics Board At least biannually CO At any time upon written request of any 

partner 

WP Meetings At least every 2 

months 

WP leaders At any time upon written request by WP 

Leaders, CO or PSC 

Cordination 

Team Meetings 

At least every 2 weeks CO At any time upon written request by 

members of the coordination team 

Other - CO, WP leaders 

for WP sessions 

At any time upon written request of any 

partner 

Table 1: Project meetings frequency 

 

In each consortium body, a chairperson shall take the lead in organizing the meetings (see Table 1). 

The chairperson writes or appoints a representative to write the minutes of the meetings, which are 

then distributed to all partners and made availiable on the repository on MS teams if there are no 
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objections. A schedule for all INCiTiS-FOOD GA meetings is provided in Table 2, whereby a deviation 

from the planned locations is possible.  

 

Year N° Location 

2023 Kick-Off Meeting Kenya 

2024 GA 2 (~ Month 16) Virtual / Nigeria (t.b.d.) 

2025 GA 3 (~ Month 32) Virtual / Germany 

2026 GA 4 (~ Month 40) Virtual / Gabon (t.b.d.) 

Table 2: Schedule for GA meetings 

 

The chairperson will notify each partner in writing of a meeting as soon as possible and not later than 

the minimum number of days prior to the meeting, as indicated in Table 3. In case of extraordinary 

meetings, the GA and PSC meetings could also be organised in digital format to ensure participation 

of all partners. 

 

Meeting Type Ordinary Meeting Extraordinary Meeting 

GA 45 calendar days 15 calendar days 

PSC 14 calendar days 7 calendar days 

Other - At any time upon written request of any partner 

Table 3: Prior notice to a meeting 

 

More detailed information about meeting regulations is provided in the CA (Art. 6.3).  

Any party, which is a member of a consortium body: 

• must be represented at any meeting of that consortium body; 

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

• should participate in meetings in a spirit of cooperation. 
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4.  Project Management 

4.1 Reference Documents 

4.1.1 Description of the Action (DoA) 

The DoA is the main reference for the execution of the Horizon Europe project INCITIS-FOOD. The DoA 

is the updated project proposal and is part of the Grant Agreement as Annex 1. The DoA consists of 

two parts (A and B), and each describes in detail the actions and measures to be implemented within 

the EU project. 

Part A of Annex 1 consists of tables for each work package that define objectives, 

responsibility/leadership and personal effort of the participants, etc. Furthermore, Part A summarises 

all deliverables, milestones and critical risks for implementation.  

Part B of Annex 1 is very similar to the submitted project proposal and includes several chapters on 

the (general) objectives and concept of the project, the expected key results and impact of the 

measures, and a description of the consortium and each participant. 

It is recommended that each person involved in the project have a printed copy of the DoA at hand 

for quick reference and to check the compliance of the measures. All activities/measures to be 

implemented must be consistent with the actions outlined in DoA. Whenever a potential deviation of 

project activities from the DoA is perceived, the CO must be informed immediately. The DoA can only 

be modified by an amendment that must be submitted to and approved by the EU project officer. 

The Grant Agreement, which includes the DoA, is available on EMDESK for all registered users. 

 

4.1.1 Consortium Agreement (CA) 
The CA is a private agreement (contract) between the project participants to define the rights and 

obligations between them. It does not involve the EC or an EC Agency and complements the Grant 

Agreement but must not contain any provision contrary to it.  

In addition to issues such as responsibilities and liabilities of the participants as well as a more detailed 

governance structure than in the GA, the INCITIS-FOOD CA includes regulations on ownership and 

exploitation of results and details on the management of intellectual property (e.g., access rights). The 

CA has been signed by all partners and is available for download on EMDESK for all registered users. 

 

4.1.2 Project Management Plan (PMP) 
The Project Management Plan (PMP; D6.1.) is, together with the Grant Agreement, one of the main 

reference documents for INCITIS-FOOD partners. As a reference for management activities and 

processes, the PMP aims to provide the consortium with rules for project management and therefore 

serves as a guideline on management processes. 

 

4.1.3 Quality Assurance 
The quality assurance structure addresses the quality review and verification of project deliverables 

and ensures that the project actions and results follow good research practices. Quality review will be 

conducted at different complementary levels, as illustrated in the project’s quality chain (Figure 5): 
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Figure 5: Overall quality chain structure of INCiTIS-FOOD 

 

The overall quality assurance approach provides a common framework for effective communication, 

documentation, identification and correction of deviations throughout the project, e.g., with 

establishing:  

• Procedures for reporting and deliverables; 

• Templates for deliverables; 

• Procedures for the review and distribution of various types of deliverables, reports, 
prototypes, and demonstrations. 

 

Quality Assurance of Deliverables and Milestones 

Every project milestone and deliverable aim to describe the work and results and justify decisions. 

These concise summary reports are to be submitted as part of the continuous reporting and periodic 

reports. Deliverables must be written in English; they are part of the DoA and submission dates to the 

EC are compulsory. The project management platform EMDESK contains a Gantt chart showing all 

deliverables and milestones. All WP Leaders and Task Leaders shall ensure that changes in the 

technical implementation are monitored and that any effects on other areas of the project are 

considered and reported to the Coordination Team. All partners are responsible for the complete and 

accurate completion of all the requested documents and for ensuring that every person working on 

the project is familiar with the quality criteria, procedures and templates. The use of project templates 

with pre-defined format is mandatory.  

To ensure high quality research, an internal reviewing procedure has been defined, nominating 

reviewers for reports generated within a WP and deliverable. Reviewers are listed in the table at the 

beginning of each deliverable to keep track with the proofreading progress. The quality chain not only 

consists of the relevant task leaders and WP Leaders, but also of the Quality Manager and/or the 

Ethical Manager; the final review is done by the CO. 

 

Submission procedure for Deliverables and Milestones 

The following procedure will ensure the timely submission and the quality of deliverables submitted 

to the EC as defined in the Grant Agreement (Part A). 

Level 
1

•Reporting Partner
•Task Leader

Level 
2

•WP Leader

Level 
3

•Quality Manager

Level 
4

•Project Manager

Level 
5

•Coordinator
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For each deliverable and milestone, the reporting person submits the relevant document(s) as draft 

versions to the task leader and WP Leader. After this first review, the document will be forwarded to 

the responsible persons in the quality chain as defined before and in line with the time schedule in 

Table 4. The reporting partner continuously informs the quality chain members about all revisions by 

setting the CO in the mailing exchange. The person in charge of the deliverable is responsible for the 

time management of the submission schedule and the content of the deliverable. The final version 

must be submitted to the CO at least 10 days before the submission to the commission as shown in 

Table 5 below. Consortium members accept/approve a deliverable automatically if there are no 

suggestions for changes or rejections sent to the CO. After the approval of the final version, the 

deliverable will be uploaded in the Participant Portal by the CO. 

 

Deadline Forwarded to 

Latest 28 days before Submission Deliverable Leader to WP Leader 

Latest 21 days before Submission WP Leader to QM or EM 

Latest 14 days before Submission QM/EM to PM 

Latest 10 days before Submission PM to CO 

Latest 5 days before Submission CO to Consortium for final approval 

Table 4: Internal submission schedule of deliverables 

 

Layout of Deliverables 

The use of the templates provided by WP5 leader and coordination team for deliverables, milestones, 

internal reporting, and periodic reports is obligatory, templates are available in MS Teams and 

EMDESK. 

All reports should include a summary that describes the work performed. In the main text, the 

objectives of the Task/WP according to the DoA and actions/activities performed shall be presented 

with clear and measurable details, while highlighting the achieved results. 

Each deliverable must consist of the following sections: 

• Front Page with deliverable name and number; 

• Second page with name of author, deliverable number, dissemination level (e.g., public, 
sensitive) and an abstract on the deliverable’s content; 

• List of beneficiaries, affiliated entities, and associated partners; 

• Table of Contents; 

• List of Figures (if applicable); 

• List of Tables (if applicable); 

• Glossary/Abbreviations (if applicable); 

• Main text according to the table of contents; 

• References (if applicable). 

All figures and tables should be labelled in an appropriate and clear manner with respective 

numbering. References to citations and sources/literature should follow the guidelines established by 

the American Psychological Association (APA) (https://www.mendeley.com/guides/apa-citation-

guide/. 
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It is recommended to prepare the reports in due diligence with regards to formatting from an initial 

draft stage onwards to minimize the workload before the deadline. This encompasses layout, 

complete lists and content table, consistency in the use of capital letters at the beginning of words, 

and abbreviation list. All abbreviations must be given in full on the first occasion that they are used in 

the text, even if there is a “List of Abbreviations”.  

Presentations  

It is recommended to use the template for presentation provided by WP 5 leader for presentations 

related to the project. More details about the templates for dissemination and communication 

activities will be set out in Deliverable D5.1 – Dissemination, Exploitation and Communication Plan & 

Reports I due in month 3.  

 

4.2 Platform for project and financial management 

INCiTiS-FOOD uses the web-based project management platform EMDESK for the day-to-day project 

management and financial monitoring. The PM gives an introduction to EMDESK together with 

guidelines on its use in the first months of the project and before the first internal reporting. The 

EMDESK product demo to this platform gives a first overview on the functionalities. EMDESK will serve 

as the basis for organising continuous and periodic reporting efforts, costs and requested 

reimbursements, the documentation of deliverables and other reports. This tool provides various 

possibilities to overview the project with the integrated work breakdown structure, Gantt chart, 

reminders and resource allocation.  

By selecting the “workplan” from the EMDESK menu, the complete project structure according to the 

Grant Agreement is provided. The project structure comprises the WPs, Deliverables, and Milestones, 

their leads and deadlines It is obligatory for all beneficiaries to keep their participant profiles, task 

progress, budget and expenditures in EMDESK up to date, and update it particularly before each 

General Assembly in order to present their progress. Therefore, it is recommended that all partners 

familiarize themselves with the EMDESK workflow monitoring. 

As agreed in the KOM, 30 January to 01 February 2023 at KU in Nairobi, Kenya, different tools for 

communication and for the storage and sharing of project documents will be established in line with 

the specific needs in the project and in the WPs. Prior to the KOM, various options had been discussed 

with all partners and MS Teams (hosted by ZHAW, p23) had been identified as the best solution for 

digital meetings as well as for joint working and storing shared documents like deliverables and 

reports. 

 

4.3 Periodic Reporting 

The project is divided into three reporting periods: 

• RP 1: month 1 to month 18 (Jan 2023 to June 2024)  

• RP 2: month 19 to month 36 (July 2024 to Dec 2025) 

• RP 3: month 37 to month 48 (Jan 2026 to Dec 2026) 

Since the official Periodic Reports following the reporting periods (submission of 1. Periodic Report in 

M20, 2. Periodic Report in M38, and 3. Periodic Report (Final Report) in M50) requires extensive 

preparation and execution, the schedule outlined in Figure 6 will be implemented for each reporting 

period. 

https://www.emdesk.com/product/demo
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Two months before the end of the reporting period, the coordination team will send an e-mail to all 

partners with important instructions and time planning (e.g., proof-reading and submission). One 

month before the end of the reporting period, an online conference with PSC members and WP 

leaders will be organized to discuss the technical and financial reporting and to clarify specific 

questions before the WP leaders start preparing their contributions to the report together with all 

involved partners.  

Within 60 days after the end of the reporting period, both the technical and financial report have to 

be finalized and submitted. After the submission of the periodic reports (dates to be clarified with the 

Project Officer), a project review is scheduled where all project partners will be asked to present their 

status of work. Comments and review results by the PO are to be integrated in the relevant report by 

each partner.  

The CO is responsible for the submission to the Funding & Tenders Portal of the EC. After the 

submission of the periodic report, the European Research Executive Agency (REA) has 90 days to 

review and finally to approve the report. Adjustments and revisions can be claimed during this period. 

Whereas the technical reporting reflects the work progress in the WPs and tasks, the financial 

reporting includes an individual financial statement (cost statement) of each beneficiary and AE. 

Partners may get in touch with the CT if questions arise. 

 

 

Figure 6: Timeline for the preparation of Periodic Reports 

 



D6.1 Project Management Plan 
 

29 
   

4.3.1 Periodic Technical Report 

The technical report consists of two parts. Part A mainly contains a publishable summary and details 

of the continuous reporting, which is based on the information entered in the Funding & Tenders 

Portal of the EC by the beneficiaries throughout the project duration.  

Continuous reporting comprises the submission of deliverables, reporting on progress in achieving 

milestones, following up on critical risks, ethics issues, publications, communication activities and 

gender issues. Part A is generated by the portal’s IT system, whereas Part B is uploaded by the CO as 

a single PDF document that includes the narrative part, explaining the work carried out per WP and 

partner and documenting all deviations (per task and in regard to the use of resources). 

Thus, it is the duty of all beneficiaries to continuously enter the above-mentioned information in the 

participant portal, and additionally provide a document containing an overview of the progress and 

work carried out according to the DoA, deviations from Annex I and II of the Grant Agreement (tasks, 

resources, unforeseen subcontracting) and – if applicable – updates on exploitation and dissemination 

as well as data management. 

 

4.3.2 Periodic Financial Report 

The periodic financial report consists of the individual financial statements (Cost Statements, cf. Table 

5 for an explanation of costs) for each beneficiary, an explanation of the use of resources and the 

information on subcontracting and in-kind contributions provided by third parties from each 

beneficiary. Hence, each beneficiary is responsible for its budget and accounting. To facilitate the 

overview of costs, each beneficiary is asked to submit a cost and resources statement biannually via 

EMDESK (cf. chapter 4.2).  

The AE (p14.1) too, must complete a cost statement and submit it to its beneficiary (p14). The 

beneficiary will keep it along all other documents until 5 years after the project end or national law (if 

documentation period is > 5 years). 

A periodic financial statement including the request for interim payment will be created automatically 

by the IT-system in the Funding & Tenders portal of the EC. At the end of the project duration, 

beneficiaries claiming more than a total amount of 430.000 EUR (incl. indirect costs) must provide a 

Certificate on the Financial Statement (CFS). CFS must be submitted jointly with the final periodic 

report and performed by an approved external independent auditor. 

Table 6 summarizes the necessary information for both, periodic technical and periodic financial 

reporting. 
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Cost Category Explanation/Justification needed in the Financial Statement  

(if applicable) 

A. Direct Personnel Costs • Main tasks of people working on the project 

• Person-Months of each person working on the project 

• that staff are working on for the project 

• Timesheets 

B. Direct Costs of Subcontracting • Nature and purpose of subcontract 

• Link with project activities (action item) 

• Listed in Annex I and II 

C. Purchase Costs 

→ C.1 Travel and Subsistence 

More than one person per beneficiary travelling to the same 
conference/meeting/event must be justified.  

For each journey: 

• Name(s) of person(s) travelling 

• Function in the project 

• Destination 

• Date (dd/mm/yyyy) / Duration 

• Contribution (e.g., project meeting, presentation, poster, lecturer) 

C. Purchase Costs 

→ C.2 Equipment 

• Date of purchase 

• Full price (excl. VAT) 

• Depreciation duration applied (in months) 

• % of use of the item for the project 

• Type of equipment (precise description) and link with the project’s 
activity 

C. Purchase Costs 

→ C.3 Other goods, works and 
services 

• Nature and purpose of these goods and services 

• Link with the project’s activity 

• Demonstrate best value for money (e.g., request of several offers) 
and no conflict of interest 

D. Other Cost Categories 

→ D.1 Financial support to third 
parties 

Costs for providing financial support to third parties are eligible, if they 
fulfil the general eligibility conditions (set out in the Grant Agreement Art. 
6.1) and the support is implemented in accordance with the conditions set 
out in the Grant Agreement Art. 6.2 (AMGA p. 74) and in Annex 1. 

D. Other Cost Categories 

→ D.2 Internally invoiced goods 
and services 

• Nature and purpose of these goods and services 

• Link with the project’s activity 

• Usual cost accounting practice for unit costs 

E. Indirect Costs • 25% flat-rate (“Overhead”), added on top of all direct costs (excl. 
costs of subcontracting) to cover internal costs (e.g., rent, 
electricity, workspace) 

Table 5: Cost categories and required input in the cost statements 

 

 

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/aga_en.pdf
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Period Technical Report (Part B) Periodic Financial Report 

1. Explanation of work carried out by the 
beneficiaries and overview of the 
progress  

• Objectives  

• Explanation of work per WP  

• Impact  

• Main tasks of people working on the project  

• Person months of each person working on the 
project  

• WP(s) involved  

2. Update of the Plan for Exploitation and 
Dissemination of Results (if applicable)  

 

Report on explanations on the use of resources:  

• Direct personnel costs  

• Direct costs of subcontracting  

• Other direct costs (explanation of major cost 
items if it exceeds the 15% threshold for the ratio 
of direct costs for other goods and services/direct 
personnel costs) 

3. Update of data management  
(if applicable)  

 

4. Follow-up of recommendations and 
comments from previous review(s) (if 
applicable)  

 

5. Deviations from Annex I (if applicable)  

• Tasks  

• Use of Resources  

Unforeseen Subcontracting/In-kind 
contribution to/from third parties (if 
applicable)  

 

Table 6: Summary of categories for Periodic Technical Report (Part B) and Financial Report 

 

4.4 Continuous Reporting  
Along with the periodic reporting, continuous reporting must be carried out in the Funding & Tenders 

Portal. The coordination team and WP leaders will consecutively update this section after having 

received detailed information from the beneficiaries. This information includes a list of publications, 

deliverables, information on patents and gender aspects amongst others. The list of all deliverables is 

attached in Annex I of the PMP. 

 

4.5 Internal Reporting  
In order to ensure a smooth project implementation, integrated progress and action management is 

carried out at the WP level. Therefore, a bi-annual internal reporting is integrated in the project and 

implementation schedule. The management of costs and resources is monitored by each partner 

individually but they can use EMDESK as transparent tool to keep track of the costs. 

 

4.5.1 Progress and Risk Report 

The progress and eventual risks within each WP will be monitored regularly based on the Gantt chart, 

work breakdown structure and the risk table of the DoA and the continuous reporting. Biannually, 
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each WP Leader and project partner will be asked to provide a short and concise report about progress 

on tasks, deliverables and milestones as well as on the specific objectives and expected outcomes 

(defined in GA Annex 1 Part B). 

 

4.5.2 Costs and Resources Statement  

Each partner should submit / update its cost and resources statement twice a year via EMDESK which 

helps the beneficiary itself and the coordination team to oversee project costs. These two reports will 

be submitted every six months to the coordination team after notification (four weeks before the 

deadline). The internal reporting is a central management procedure for financial controlling. Each 

beneficiary updates the actual expenses (personnel costs, subcontracting, purchase costs etc.) for the 

given time period. The reporting encompasses materials, resources and services of the beneficiary 

(incl. AE) used in the relevant reporting period as well as the associated person-months per WP. The 

beneficiaries will also explain any differences between the DoA and executed work. 

 

4.5.3 Personnel Resources 

All beneficiaries and the AE are advised to keep time records in the form of timesheets. Since only 

personnel costs for the days worked on the project can be reimbursed, the working time during the 

entire project period must be documented with a time recording system (for example, in an electronic 

system or in paper form). The time recording must be dated at least monthly and signed by the 

employee and his or her superiors. The EC has introduced a monthly declaration on days spent for the 

action to use in Horizon Europe projects (Figure 7). All beneficiaries are advised to check further 

requirements: AMGA p.119.  

Each beneficiary must use the same time record system for all its current grants. Since Horizon 2020 

and Horizon Europe are different grants, different time record systems can be used. If beneficiaries 

record the time worked in hours rather than in days, for example because that is their usual 

management practice, they should familiarize themselves with the current regulations for the 

calculation of personnel costs (AMGA Article 6.2.A Personnel costs). 

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/aga_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/aga_en.pdf


D6.1 Project Management Plan 
 

33 
   

 

Figure 7: Template Horizon Europe timesheet 

[Source: https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/temp-form/report/time-
declaration_en.docx] 

 

4.6 Documentation 

All documents related to costs (e.g., timesheets, invoices, tickets, offers and contracts, agenda, photos 
and presentations of contribution to an event that were attended, meeting minutes) must be 
accurately filed and stored for at least five years after final payment by each beneficiary and AE. Within 
this period and already during the project lifetime, the EC may carry out audits. 
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4.7 Risk Assessment and Management 

INCiTiS-FOOD recognizes that identifying, assessing, and managing risks is critical to achieving the 

project’s objectives and maintaining effective project implementation. This section provides a 

structured approach to risk management, covering both the initial risks identified in the Grant 

Agreement (see Table 7) and additional risks that have emerged since the project’s initiation (see 

Table 8).  

 

4.7.1 Risk Assessment in the Grant Agreement 

The risk assessment at the outset of the project is depicted in Table 7 and summarizes each risk, 

categorized by type (e.g., technological, user-related, business) with descriptions, associated work 

packages (WPs), and proposed mitigation strategies. This structured approach enables the consortium 

to anticipate, mitigate, and address potential challenges that could impact project milestones and 

objectives. 

Risk management will be a continuous process throughout the project (continuous reporting), with 

regular assessments and updates. Each work package leader (WP Leader) is responsible for monitoring 

risks related to their WP and reporting any changes to the Coordination Team (COO) through biannual 

internal reports. These reports provide updates on the status of existing risks, the emergence of new 

risks, and the effectiveness of applied mitigation measures, ensuring timely responses and 

adjustments to evolving project conditions. 

 

4.7.2 Risk Monitoring Protocol during the project implementation phase 

Risk monitoring in INCiTiS-FOOD occurs every six months, as part of the project’s internal reporting 

structure performed by all partners and revised by BayFOR and the coordination team. Each WP 

Leader monitors and assesses the status of risks within their respective WPs and provides a report on 

progress, emerging risks, and mitigation actions in the internal technical report part B for the 

respective months. The internal technical report is stored in MS Teams. These reports are revised by 

the COO team, which consolidates the findings. This approach allows for early detection of potential 

issues and effective resolution, contributing to a proactive risk management strategy that aligns with 

project objectives and milestones. 

Table 8 outlines additional risks identified since the start of the INCiTiS-FOOD project (M01-18), 

reflecting unforeseen challenges. These unforessen risks, distinct from those anticipated in the Grant 

Agreement, encompass factors such as policy responsiveness, methodological adaptations, 

participant retention, and economic instability in partner regions. For each new risk, the table specifies 

the associated work package(s) and provides targeted mitigation measures developed to proactively 

address these challenges and ensure continued project alignment with overall objectives. 
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Critical risks & risk management strategy 

Risk No Description WP No(s) Proposed Mitigation Measures 

1 A. General risk: The communication, dissemination 
targets have not been met or are lower than expected. 

WP5 Throughout the project, communication and dissemination activities will be continuously 
tracked and the communication and dissemination plan updated to reflect any changes in 
activities needed to increase engagement. 

2 A. General risk: Low interest among stakeholders in 
applying to Open Calls. 

WP5 Clearly outlining Open Call benefits and importance of the financial support. Intensify 
communication activities and leverage INCiTiS-FOOD networks. 

3 A. General risk: Low interest among enterprises to be 
active on digital innovation hubs (DIHs). 

WP1 Communicate the essence of scientific, practical, and possible financial support for scaling- 
up enterprises more clearly. 

4 B. Technological risk: Risk related to data privacy within 
DIHs. 

WP7 Stimulate investment in good data stewardship in DIHs. Initiate regulations specific to the 
agri-food system. Improve data governance (e.g., consumer privacy, informed consent, etc.). 

5 B. Technological risk: Circular MVPs not ready at TRL#7 & 
SRL#7 by M24 

WP2 Throughout the project, the TRL & SRL progress of MVPs will be tracked. Multi-actor approach, 
local resource streams and innovation potential in LLs will support TRL & SRL advancement. 

6 B. Technological risk: Environmental assessment tools & 
techniques do not reflect the needs of entrepreneurs. 

WP2 Early testing of environmental assessment tools, feedback from end-users, adaptation of 
tools. 

7 C. User-related risk: Lower realization risks & higher early 
termination risks. 

WP2, WP1 Living lab (LL) space & staffs already identified. Stimulating inter-LL communication, capacity 
building. LL innovation actors receive MVPs for usability testing, will be mentored to apply in 
Open Calls. 

8 C. User-related risk: Issue of selection bias and missing 
information in impact analysis leading to incorrect 
conclusions. 

WP4 Robustness testing of impact analysis through alternative statistical method: Regression 
discontinuity design for cross-sectional & panel data. Instrument identification starting early. 

9 C. User-related risk: Inability to adequately reach 
relevant stakeholders. 

WP4 Within food system analysis, stakeholder engagement takes place. Early collation of food 
system challenges from actors’ perspective. Resort to plain language in explaining issues. 

10 D. Business risk: Risk of market entry failure. WP2, WP3, WP1 Mitigated by embedding technological and practice innovations with early identification of 
market entry risks, training and capacity building. 

11 D. Business risk: Developed business models not adopted 
by vulnerable groups due to societal norms. 

WP3 Project follows a gender transformative approach, provides inclusive capacity building. Co- 
creation is emphasized, and revision of business models to encourage the ownership of 
results. 

12 D. Business risk: Economic, compliance, and operational 
risks. 

WP3 Business models will be developed such that steady cash flow is maintained, which entails 
low overhead cost. There are real time off- and online support for businesses. 

Table 7: Risks identified in the Grant Agreement (Foreseen Risks) 
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UR 
No 

Description WP 
No 

Proposed Mitigation Measures 

UR1 Policy makers not 
responsive to MUFPP 
registration and 
hindering 
membership of 
municipality. 

WP4 Exploring engagement through stakeholder consultation at the state 
and national level. Extending invitation to policy-makers to attend 
MUFPP events. MUFPP events such as the Milan Pact Awards will be 
targeted and communicated to policy-makers. 

Ensured that a representative of the MUFPP secretariat is having 1-to-
1 meetings with urban government representatives. On-site 
visitations to elaborate on the benefits of MUFPP membership. 
Established inter-city-government networking to create a community 
of practice. 

UR2 LCA not appropriate 
for ecosystem 
analysis of LLs. 

WP1 INCiTiS-FOOD used a simplified approach in D1.3 to assess the 
impact of LL use cases on the city-region environment. The 
ecosystem indicators were grouped into biological, environmental, 
ecosystem service, and organic waste transformed categories. 
Baseline data was collected for D1.3 on the relevant ecosystem 
indicators to allow for a before and after comparison. 

Methodological approach to identifying the ecosystem impact was 
simplified and replaced. Ecosystem indicators were grouped into 
categories: (i) biological, (ii) environmental, (iii) ecosystem services, 
and (iv) organic waste transformed. Baseline data was collected on 
the relevant ecosystem indicators to allow for a before and after 
comparison. 

UR3 Low retention of 
onboarded 
participants in the 
LLs. 

WP2 Engaging LL participants involved in urban-farming activities to join 
training and capacity building sessions to share benefits with them. 

Provided capacity building as an incentive. Engage participants in co-
development and co-creation of agri-food technologies. Outlook to 
the open calls and possibility of benefitting by joining local innovation 
hubs linked to LLs. 

UR4 Inflation rate 
extremely high in 
some of the African 
partner countries 

WP1, 
WP2, 
WP3, 
WP4 

African partners who do not yet have a dollar/euro account are 
encouraged to set one up to protect the unspent project budget 
from extreme inflation. 

Several African partners keep euro accounts to avoid extreme 
inflation. Several partners purchased LL equipment and other goods 
for LLs as early as possible to avoid purchasing power losses. 

Table 8: New risks identified (Unforeseen Risks) 

Notes: UR = unforeseen risks 
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Annex 1 - List of Deliverables  

List of Deliverables 

Work Package 
No 

Deliverable 
Related No 

Deliverable Name Lead Beneficiary Type 
Dissemination 
Level 

Due Date 

WP1 D1.1 
Upgrade DIHs’ innovation services and onboard (peri-) 
urban food system actors I WR R PU 30 Jun 2023 

WP1 D1.2 
(Peri-)urban food systems analysis in 8 INCiTiS-FOOD 
cities and towns KU R PU 30 Jun 2024 

WP1 D1.3 
Comprehensive inventory of local resource streams 
and WEFE indicators BUST R PU 30 Jun 2024 

WP1 D1.4 
Upgrade DIHs’ innovation services and onboard (peri-) 
urban food system actors II WR R PU 31 Dec 2026 

WP2 D2.1 Online LL-communication tool and capacity building I ZHAW R PU 30 Sep 2023 

WP2 D2.2 Living lab (LL) implementation plan UI R PU 31 Dec 2023 

WP2 D2.3 
Online LL-communication tool and capacity building II, 
incl. 1st batch of practice abstracts ZHAW R PU 30 Jun 2024 

WP2 D2.4 
Documentation (online & offline) of validated agri-
food technologies and practices FH-SWF R PU 31 Dec 2025 

WP3 D3.1 
Capacity building for entrepreneurs & digital market-
linkages AFL R PU 31 Dec 2026 

WP3 D3.2 Gender inclusive analysis UDS R PU 31 Dec 2025 

WP3 D3.3 Open Call Guidelines and Reports I FSH R PU 30 Jun 2024 

WP3 D3.4 Economic feasibility study UDS R PU 30 Apr 2026 

WP3 D3.5 Open Call Guidelines and Reports II FSH R PU 30 Apr 2026 

WP4 D4.1 Impact analysis based on 3 time period panel data set UniBw M R PU 31 Dec 2026 

WP4 D4.2 
Food policy roadmap for African city region food 
system governance I ADC R PU 31 Dec 2024 
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WP4 D4.3 
Food policy roadmap for African city region food 
system governance II ADC R PU 31 Dec 2026 

WP5 D5.1 
Dissemination, Exploitation and Communication Plan 
& Reports I FSH R PU 31 Mar 2023 

WP5 D5.2 
INCiTiS-FOOD Repository and Roadshow Events 
Reports I FSH R PU 31 Dec 2024 

WP5 D5.3 
Dissemination, Exploitation and Communication Plan 
& Reports II FSH R PU 31 Dec 2024 

WP5 D5.4 
Dissemination, Exploitation and Communication Plan 
& Reports III FSH R PU 31 Dec 2026 

WP5 D5.5 
INCiTiS-FOOD Repository and Roadshow Events 
Reports II FSH R PU 31 Dec 2026 

WP6 D6.1 Project Management Plan (PMP) BayFOR R PU 31 Mar 2023 

WP6 D6.2 Data Management Plan (DMP) UniBw M DMP PU 31 May 2023 

WP6 D6.3 Data Management Plan (DMP) II UniBw M DMP PU 31 Dec 2024 

WP6 D6.4 Data Management Plan (DMP) III UniBw M DMP PU 31 Dec 2026 

WP7* D7.1 OEI - Requirement No. 1 UniBw M ETHICS SEN 31 Jan 2023 

WP7 D7.2 OEI - Requirement No. 2 UniBw M ETHICS SEN 30 Jun 2024 

WP7 D7.3 OEI - Requirement No. 3 UniBw M ETHICS SEN 31 Dec 2025 

WP7 D7.4 OEI - Requirement No. 4 UniBw M ETHICS SEN 31 Dec 2026 

*Notes: Deliverables highlighted in green are already submitted. 

 


