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A. WORK PACKAGE 1 - PROJECT MANAGEMENT

Partner Responsible: LP - Nicosia Development Agency (ANEL)

European Uinion | European Regional Developrment Fund

A.1 - General Principles

A.1.1 - Interreg Europe Programme Management
- Monitoring committee

- Audit authority (assisted by a group of auditors)
- Certifying authority

- Managing authority

- Joint secrétariat

- National points of contact

A.1.2 - The Lead Partner principle

Among the partners who carry out the project, one is appointed to act as the lead partner and thus
holds the formal link between the project and the joint secretariat/managing authority (in accordance
with Article 13 of the ETC Regulation (EU) No 1299/2013). The lead partner takes on the responsibility
for management, communication, implementation and co-ordination of activities among the involved
partners.

The lead partner assumes the overall responsibility for the project towards the managing authority.
Through the project partnership agreement, project partners are held responsible and liable for their
part of the project implementation towards the lead partner. This implies that in case of irregularities
committed by a partner and leading to a financial correction, the lead partner is liable towards the
managing authority for the related funds, based on the subsidy contract, and the project partner
towards the lead partner based on the partnership agreement.

A.1.3 - Project Implementation

Subsidy contract:

It determines the rights and responsibilities of the lead partner and the managing authority, the scope
of activities to be carried out, the terms of funding, requirements for reporting and financial control, etc.

Project partnership agreement:

It allows the lead partner to extend the arrangements of the subsidy contract to the level of each
partner. The lead partner assumes the overall responsibility for the project towards the managing
authority. Through the project partnership agreement, project partners are held responsible and liable
for their part of the project implementation towards the lead partner.

Reporting:

In order to follow the project implementation and as a basis for the transfer of the ERDF to the project, a
progress report (and related annexes) has to be submitted periodically to the programme. It is also a
main source of information to demonstrate the programme’s achievements and usefulness. Projects
should consider the progress report as a means to share the stories about the project’s results and
successes with the joint secretariat. For reporting purposes, an online form system has been set up
(OLF). Each lead partner has access to this system through a confidential code sent by the joint
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secretariat. Progress reports are submitted to the programme through the online system. A summary,
duly signed by the lead partner, must also be submitted to the programme.

Reporting Periods:

In principle, the progress report covers a period of six months. For phase 1, a progress report (and
related annexes) needs to be submitted to the programme every six months. For phase 2, the progress
reports (and related annexes) need to be submitted on an annual basis.

Reporting procedures:

a) Each partner sends a report to the lead partner before the deadline agreed with the lead partner and
ensures that its part of the reported activities and expenditure has been independently verified by a
controller in compliance with the country specific requirements for first level control. The report must
be accompanied by

- the independent first level control certificate

- the independent first level control report (incl. control checklist) and

- the list of expenditure

b) The lead partner compiles the joint progress report for the whole partnership.

c) The lead partner confirms that the information provided by the partners has been verified and
confirmed by an independent body in compliance with the respective country specific control
requirements.

d) For the audit trail, the lead partner retains possession of the inputs used for the progress report
received from the partners.

e) The lead partner submits the progress report to the joint secretariat. The joint secretariat checks the
report and if necessary sends clarification requests to the lead partner. Once all points have been
clarified, the progress reportis approved.

f) The certifying authority executes the payment to the lead partner.

g) The lead partner transfers the funds to the partners after receipt of the payment, without delay.

Project closure:

- all the project activities must have been completed (incl. all activities related to the administrative
closure of the project, such as first level control)

- all payments must have been made, meaning debited from the bank account

- the last progress report and the final report have to be submitted to the joint secretariat

- any expenditure (including costs linked to project closure) incurred, invoiced or paid after the official
project end date is ineligible.

- According to the Common Provisions Regulation (EU) No 1303/2013 Article 140, each partner
institution is required to archive documents related to the project’'s implementation for a minimum
period that is determined by the joint secretariat.
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A.2 - HoCare Project Management

A.2.1 - HoCare Project Management Structure
- Steering Committee

- Lead Partner

- Partners

- Project Secretariat

- First Level Controllers

- Expert Groups

Steering Committee (SC):

It is the body responsible for policy making. It is constituted by one representative from each partner.
The Steering Committee will be formed during the kick-off meeting. SC approves key project outputs,
project changes, shifts, spending and key conclusions and key tasks during the project. Each SC meeting
has own agenda and minutes approved by all PPs. Decision making is based upon simple majority voting.
Each partner has one vote. In case of equality of votes the deciding vote is the Lead Partner’s vote.

Lead Partner (LP):

Please see section A.1.2

In addition, the Lead Partner appoints the Project Manager and the Financial Manager who hold
responsible for the overall performance of the project’'s consortium regarding the project's
implementation.

Project Partners (PP):

Each Project Partner (including the LP) is responsible for the implementation of the designated, in the
HoCare approved Application Form, activities on local/regional/national level, in relation to the budget
allocated to each activity and the respective time-plan. Each partner appoints a Project Manager and a
Financial Manager on partner’s level,

Project Secretariat (PS):

The HoCare Project Secretariat is constituted by the Lead Partner’s Project Manager, the Lead Partner’s
Financial Manager, the Communication Manager appointed by Partner 2 and the Project Coordinator of
WP3 appointed by Partner 8. The Project Secretariat is the body responsible for day to day management
and coordination. Support, instructions and guidelines will be provided in general to the partnership and
to each partner upon request. Project Management and Communication between partners and the PS
will be facilitated through electronic tools upon approval by the Steering Committee.

First Level Controllers (FLC):

Before submission to the joint secretariat, each progress report has to be verified and confirmed by an
independent controller compliant with the first level control system set up by each Member State and
Norway (in accordance with Article 125 of Regulation (EU) No 1303/2013 and Article 23 of Regulation
(EU) No 1299/2013). The first level controllers’ task is to verify that the expenditure reported by the
partners in each progress report fulfils the respective conditions, provisions and regulations included in
the Interreg Europe Programme’s Manual
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Expert Groups (EG):

For supporting the organization of Thematic Workshops and delivery of Policy Thematic studies, 3
Expert Groups will be formed. These groups will be reporting to Project Secretariat, will include internal
or external experts of partners (each PP appoints 1 expert in at least 2 groups). Each EG will be
coordinated by 1 member of Project Secretariat. The EGs will merge to Expert Panel coordinated by
HoCare Project Manager in order to support the efficient drafting of Action plans.

A.2.2 - Activities and Outputs Foreseen per Semester - Project Management

PHASE 1 - SEMESTER 1 (From April 2016 until September 2016)

Activities:

- April-May: ANEL signs Subsidy Contract and will draft Partnership Agreement

- May: Partnership Agreement is commented by all PPs then it’s, eventually finalized by ANEL, all PPs
sign Partnership agreement

- May: Steering committee is formed. Each PP has 1 representative and 1 vote at Steering committee
meetings

- April-May: LP appoints internal Project Manager and Financial Manager. They form together with
Communication Manager HoCare Project Secretariat (PS)

- April-May: All PPs setup internally project implementation team. Each of them has 1 person
responsible for project management and 1 for financial management of HoCare at their — partners’
level

- May: Cloud management platforms are setup for Virtual meetings (i.e. GoToMeeting), for Project
Management and document sharing (i.e.TeamWork + Google Drive) and all PPs are educated by
HoCare PS

- May: HoCare PS will provide partners with Management Handbook

- May: DEX-IC supported by ANEL will organize Kick-off meeting in Czech republic

- May-September: 5 monthly Virtual meetings are organized and managed by HoCare PS (each of them
with agenda and minutes)

- Sep: 1st Steering Committee and Project meeting organized by PP3 in Varna (BUL) to monitor project
achievements and expenditures

Outputs:

- Subsidy Contract and Partnership agreement signed

- HoCare Project Secretariat (PS) and Steering Committee (SC) are set up, all management tools and
procedures are setup

- Management Handbook circulated among all PPs

- Kick-off meeting

- 1st Steering Committee & Project meeting organized

- 6virtual meeting organized (documented by Agendas and Minutes)

PHASE 1 - SEMESTER 2 (From October 2016 until March 2017)

Activities:

- October-November: Each PP prepares individual Progress report, send to their FLC and get the
Certificate of Expenditures from FLC for 1st period

- December-February: HoCare PS collects data from all PPs and prepare 1st Progress report at project
level. It will be send to Interreg Europe JS, clarified through multiple clarification rounds and
approved by JS
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- March: 1st payment is foreseen to be received by LP and distributed to PPs

- October-March: 6 monthly Virtual meetings are organized and managed by HoCare PS (each of them
with agenda and minutes)

- March: 2nd Steering Committee and Project meeting organized by PP6 in Budapest (HUN) to monitor
project achievements and expenditures

- October-March: HoCare PS solves all technical ad hoc issues related to day to day management and
prepare eventually background documents for Steering Committee if any decision at strategic level is
needed

Outputs:

- 8 Progress reports at partner level are Certified, 1st HoCare project progress reportis approved by JS
g™ Steering Committee & Project meeting organized

- 6virtual meeting organized (and documented by Agendas and Minutes)

PHASE 1 - SEMESTER 3 (From April 2017 until September 2017)

Activities:

- April-May: Each PP prepares individual Progress reports, send to their FLC and get the Certificate of
Expenditures from FLC for 2nd period

- June-August: HoCare PS collect data from all PPs and prepare 2nd Progress report at project level. It
will be send to Interreg Europe JS, clarified through multiple clarification rounds and approved by IS

-  September: 2nd payment is foreseen to be received by LP and distributed to PPs

- April-September: 6 monthly Virtual meetings are organized and managed by HoCare PS (each of
them with agenda and minutes)

- September: 3rd Steering Committee and Project meeting organized by PP2 in Ljubljana (SLO) to
monitor project achievements and expenditures

- April-September: HoCare PS solves all technical ad hoc issues related to day2day management and
prepare eventually background documents for Steering Committee if any decision at strategic level is
needed

Outputs:

- 8 Progress reports at partner level are Certified, 2nd HoCare project progress report is approved by JS
- 3rd Steering Committee & Project meeting organized

- 6virtual meeting organized (and documented by Agendas and Minutes)

PHASE 1 - SEMESTER 4 (From October 2017 until March 2018)

Activities:

- October-November: Each PP prepares individual Progress reports, send to their FLC and get the
Certificate of Expenditures from FLC for 3rd period

- November-February: HoCare PS collect data from all PPs and prepare 3rd Progress report at project
level, It will be send to Interreg Europe JS, clarified through multiple clarification rounds and
approved by JS

- March: 3rd payment is received by LP and distributed to PPs

- October-March: 6 monthly Virtual meetings are organized and managed by HoCare PS ( each of them
with agenda and minutes)

- March: 4th Steering Committee and Project meeting organized by PP5 in Vilnius (LIU) to monitor
project achievements and expenditures
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- October-March: HoCare PS solves all technical ad hoc issues related to day to day management and
prepare eventually background documents for Steering Committee if any decision at strategic level is
needed

Outputs:

- 8 Progress reports at partner level are Certified, 3rd HoCare project progress report is approved by JS
- 4th Steering Committee & Project meeting organized

- 6virtual meeting organized (and documented by Agendas and Minutes)

PHASE 2 - SEMESTER 5 (From April 2018 until September 2018)

Activities:

- The lead partner prepares the progress report for the joint secretariat.
Outputs:

- 1progress report

PHASE 2 - SEMESTER 6 (From October 2018 until March 2019)
Activities:
Outputs:

PHASE 2 - SEMESTER 7 (From April 2019 until September 2019)

Activities:

- The lead partner prepares the progress report for the joint secretariat.
Outputs:

- lannual progress report

PHASE 2 - SEMESTER 8 (From October 2019 until March 2020)

Activities:

- Each partner summarizes the level of achievement of its action plan. The lead partner compiles the
information and prepares the final report for the joint secretariat.

Outputs:

- lannual progress report

- 1final project report
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