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INTRODUCTION

The outcome of a project review should support the EC Project Officer (PO) and other relevant Commission services in assessing the progress and achievements of the project, the final report and the cost statements of the project. It should also provide expert feedback, advice and guidance to the project.

All eTEN projects must be reviewed as part of the project monitoring responsibility of the European Commission. Project reviews are usually carried out at the end of a 'reporting period' specified in the project grant agreement. However, a project review may be initiated and organised at any time during, or after the end
 of, an eTEN project. The project reviews are organised to assess whether a project progresses in accordance with the contractual commitments, that it has done so using reasonable personnel effort and that the project meets its objectives as expressed in the grant agreement and its annexes.

These guidelines describe the process of review of all eTEN project types; specify the criteria used to assess the projects; identify the different inputs for the review process; and address the key organisational aspects.

A review is a (technical) verification as described in the grant agreement: Article 6 of Annex III “Special Conditions for eTEN Market Validation grant agreements”; Article 20 of Annex II “General Conditions for eTEN deployment grant agreements”; and Article 4 of Annex III “Special Conditions for eTEN Support and Coordination Action grant agreements”. Its purpose is to determine whether the project is on course to achieve sustainable deployment of the service (Market Validation and Initial Deployment) or to determine whether a Support and Coordination Action is contributing to the support of the programme or projects. Depending on its findings it will make recommendations to continue, modify or terminate the project.
A project review covers all aspects of a project including: technical progress against objectives and state-of-the-art; examination of milestones; deliverables and pilot service; partner performance and cooperation; use of resources; business plan and the potential and plans for future deployment.

The progress of a project is examined: 

· By studying the deliverables; the project reports due in the period covered by the review; any previous review reports; and the pilot service.

· By assessing the statements, presentations and complementary explanations given by representatives of the consortium at the review.  

The review will consider the above; changes in the sector or work done elsewhere; and, if necessary, suggest changes to the work plan.

The project review is also the occasion:

· to appraise the potential impact of the project;

· to discuss the further implementation of the work plan of the project and any changes that may be necessary; 

· to review the evolving deployment potential of the service; and 

· To assess the contribution of the project to the eTEN Programme.
· To assess the impact of the dissemination strategy and activities.
The review may recommend any course of action that may be required in order for the project consortium to achieve the project objectives and/or remedy under- or non-performance.

Reviews can be held either on-site at a premises nominated by the consortium, off-site at a premises nominated by the consortium or the Commission or in the Commission premises. They are usually chaired by the PO, but can be chaired by the review rapporteur in the absence of the PO. In special cases an ‘offline’ review can be held where the PO decides to review a project without a formal review meeting. 
The time required to complete the review will vary depending upon the size and complexity of the project.

The following types of reviews are in use depending on the case.

1.1 Interim Project Review 
At least one interim review is organised during the course of a project, normally close to the mid-term (mainly for Market Validation and Support and Coordination Action projects). 

1.2 Milestone Project Review 

A milestone review is organised to assess whether a Milestone-based project (mainly Deployment projects) has achieved the objectives and conditions fixed for a milestone, to determine the continuation of the project.  

1.3 Ad Hoc Project Review 

An ad hoc review may be organised at any time in case of problems detected in the progress of the project.  These reviews are normally organised as an on-site review in the co-ordinator’s premises or in another relevant project location. 

1.4 Final Project Review 

The final review is organised close to or after the end of the project.  The purpose is to assess whether a project has essentially met all of its objectives and contractual obligations, and in the case of a Market validation project, whether the project has a potential to lead to initial deployment or other sustainable activities. The final review is normally organised as an on-site review in the co-ordinator’s premises or in another relevant project location to give the best opportunity for a proper assessment of the project.
REVIEW PROCESS

These guidelines are valid for the reviews of Market Validation, Initial Deployment and Support and Co-ordination Action eTEN projects, the relevant options and alternatives will be considered, selected and adapted to the project situation.  

1.1.  Review process
During the first phase of the review process, the project will be assessed against a number of review criteria. These criteria are described in section 3 of these guidelines.

1.1.1. Review types
2.1.1.1 Interim, Milestone and Ad Hoc Project Reviews:
The reviewers assess each criterion in turn and record and report their findings. Where the review process is 'offline' this assessment will be done by the PO (and others).  At the end of the review process, a project will be given one of the following three overall recommendations:

· Continue 
The project is progressing satisfactorily and should continue either as planned or with minor modifications corresponding to specific recommendations.

· Modify 
The project results are insufficient in a criterion / some criteria, but not to the extent that it should be terminated. It must be possible to address the deficiencies identified during the review within the existing project constraints (i.e. budget, time, project partners).  The review recommendations must be implemented to the identified problems.

· Terminate
The project has not evolved or performed as planned. This may be because the consortium cannot perform as originally envisaged or the project context has changed to render the work of the project unnecessary; or the quality of the work was such that there is no justification to continue to invest EU funds; or the deficiencies identified during the review cannot be addressed within the existing project constraints (i.e. budget, time, project partners).
2.1.1.2 Final Project Review 
The reviewers assess each criterion in turn and record and report their findings.  At the end of the review process, a project will be given one of the following three overall recommendations:

· Satisfactory Completion
This will decided if the project has terminated as planned or with agreed changes.

· Unsatisfactory Completion 
This will be decided when the project has not adequately achieved its objectives; or not fulfilled its contracted tasks; and some additional work or corrective actions are required outside the duration of the grant agreement prior to satisfactory completion of the project.
· Rejected
This will be decided when the project has not adequately achieved its objectives; or not fulfilled its contracted tasks; or not completed significant parts of the work satisfactory; and additional work or actions outside the duration of the grant agreement are not possible to satisfactorily complete of the project.

1.1.2. Estimates of efforts (calculation of human resources input) claimed

In case of “Terminate” and “Rejected”, the review will be provided with and evaluate a clear, measurable estimate of the overall efforts reported by the project, per work package, per deliverable and per partner, as applicable, in relation to the results achieved within the project. This requirement may also be applicable in some cases if significant shortcomings have been detected resulting in “Unsatisfactory Completion”. This estimate and the opinion of the reviewers on it will be used by the Commission services to determine the eligible costs and the final amount of the grant for the project.
1.1.3. Estimate of Investment effort (Initial Deployment projects) claimed

In the cases indicated above (section 2.1.1.2) each participant shall report all of the non-eligible investment personnel effort incurred by them. Where the exact amount cannot be determined, it shall be estimated. AC participants must identify all of the personnel effort employed on the project. Participants that do not benefit from a financial contribution from the Community are required to submit a description of these efforts.
1.2.   Implementation of review recommendations

1.2.1. General principles

The projects will be informed by the Commission about the outcome of the review after the review is finished. The next steps depend on the type of overall mandatory recommendation formulated. 

It is the responsibility of the consortium to ensure that the review mandatory recommendations are properly implemented. 

1.2.2. Interim, Milestone and Ad Hoc Project Reviews

- “Continue” projects
These projects should require no, or only minor changes. The Project Officer will ensure that the review recommendations, if any, are taken into account in the remaining project deliverables.

- “Modify” projects
The Commission services will issue a formal letter to the project co-ordinator requesting the recommended changes to be implemented by the project within the timeframe recommended by the review. The changes may imply an update of the Annex I (technical annex) to the grant agreement and may include a budget reduction (in these cases an amendment is required). Where an amendment to the grant agreement is required (Grant Agreement annex II, Article 3.2) the procedure described in the 'Guide for Amendments - eTEN Programme' should be followed. In case the project does not comply with this request, the Commission will initiate a grant agreement termination procedure (see below). It is the responsibility of the PO to assess whether the project has properly implemented the review recommendations. In the execution of this duty, the PO may request advice from external experts or organise a follow-up review to determine the continuation of the project.

- “Terminate” projects
The procedure described in the 'Guidelines on termination of eTEN grant agreements' should be followed. In summary, the Commission services will send a formal letter to the project co-ordinator informing him of his intention to terminate the grant agreement together with the reasons for termination produced by the review process. The co-ordinator may raise objections to the reasons for termination within a timeframe and conditions given in the termination letter. If valid, these objections may change the Commission’s intention to terminate. In the case where termination is confirmed, the Commission will apply the provisions defined in the grant agreement under Article 7 – “Termination of the grant agreement or of the participation of a beneficiary or member”” of Annex II to the grant agreement.

1.2.3. Final Project Review

- “Satisfactory Completion” Projects

No further action is required.

- “Unsatisfactory Completion” Projects
Significant changes or further work required for the completion of the existing Final Report or other key deliverables will be the subject of negotiations between the project and the Commission Services based on the recommendations of the review and may include a budget reduction (Grant Agreement annex II, Article 3.2).
- “Rejected” Projects
The project and the Commission will negotiate a solution in order to finalise the project. This negotiation could lead to a reduction of the costs allowed based on the review’s recommendations and estimates (Grant Agreement annex II, Article 3.2).
2. DESCRIPTION OF THE REVIEW CRITERIA
The performance of the project in relation to the criteria below is assessed and reported. 

2.1.  Project Objectives and targeted results

Alignment of the project’s scope and objectives with the targeted results (if appropriate, in the light of changing environments: - technology, markets, companies strategies, etc.).  Identification of critical success factors and risks. The alignment with the targeted investment should be checked for Initial Deployment projects.
2.2.  Achievements and adherence to work plan
Achievements (clarity, relevance, relationship with market and state-of-the-art, validation methodology, approach, etc.). Resources spent against achievements. Necessity of activities taken. Current status against project work plan. Performance of participants. Planning for next period. Possibilities for the consortium to reach the objectives with the planned resources and within the planned time. Comparison table of current state of progress against work completed and planned. Identification of delays.  Comments on adjustments.

2.3.  Deliverables and supplied information

Overall conclusions on relevance, quality and significance of the presented set of deliverables and, if relevant, missing deliverables. Comments on other documents, when relevant. Check on possible plagiarism, where possible. Comments on presentations and demonstrations. Evaluation of scenarios used with demonstrations.  

2.4.  Project management and cooperation

Comments on the overall management, distribution of roles and cooperation aspects.

2.5.  Potential for sustainability and deployment; effectiveness of dissemination activities (MV projects). 
Extent to which foreseen deployment has been achieved (ID projects).
(Not for Support and Coordination Actions)

Comments on sustainability and deployment potential; long term potential based on concrete information (e.g. market surveys, results of market validation exercises). The commitment of participants to move into deployment. The identification of potential financial sources or service sponsors. Type and number of dissemination activities. Service targeted at the right level. Expected impact of dissemination activities. 

2.6.  Milestone assessment (only for ID projects)

Criteria for go/no go decision as stated in the annex I. In the case of a final review the 'criteria for success' from the annex I are also to be assessed.
2.7.  Recommendations and conclusions

Consortium's response to previous recommendations and observations. Identification of major problems and possible solutions.  Suggested actions and changes together with criticality and timing. Comments on the cost benefit balance. Comments on the overall relevance of project and consortium performance. Comments on value for money. Identification of critical success factors and risks. In the case of major modifications, reasons for not terminating. Overall conclusions of review.

REVIEW DOCUMENTATION
The review is based on the assessment of the following mandatory items:

Available before the review:

· Project grant agreement and Annex I (technical annex)

· Periodic project management reports
· Project deliverables
· web site and other dissemination deliverables
· Prior review reports (if applicable)

At the review

· Project presentation and respective discussions with consortium
· Service demonstration (if applicable) or service user satisfaction for initial deployment projects
REVIEW ORGANISATION
2.8.  Roles in the review 

The Commission services normally conduct reviews with the assistance of independent external experts.  A review normally involves a meeting of the representatives of the project consortium (the presence of the co-ordinator is mandatory); the review panel and the PO.

However, in certain cases an ‘offline’ review can be performed by the PO alone; or with the assistance of one or more experts; or in a meeting between the PO, assisted or not by experts, and the coordinator, accompanied or not by other project participants. The eventual conformation of the 'group' that performs the 'offline' review should be agreed by the PO and coordinator. In general, an 'offline' review will be considered for 'small' projects at interim stage or for smoothly functioning projects at interim stage where the PO is satisfied that the project is progressing sufficiently well to warrant a 'light' review procedure.
5.1.1
Review panel

Each project is reviewed (except in the case of an 'off line' review) by a team of independent reviewers (normally at least two reviewers but can be less or more depending on the complexity of the project) which constitutes a “review panel”. For each project, a project review rapporteur will be designated by the Commission services. The intention is to keep the review panel stable over the lifetime of the project. However the Project Officer can decide to add, remove or replace an expert, whenever appropriate.
a) Each reviewer must read all the documentation delivered for the projects s/he is assigned to and to fill in form R1 for each project during the preparatory homework phase. S/he participates in the discussion on the status of the project before the review meeting. After the project presentation, s/he participates in the discussion of the performance of the project following the defined criteria. S/he contributes to the review group discussion to reach a consensus on the project achievements. 

b) One of the reviewers can be appointed as project review rapporteur to support the Project Officer in the running of the review meeting (see below). S/he may also act as chair of a review meeting, in the absence of the project officer.
5.1.2
The Commission staff 

The Project Officer (PO) coordinates directly with the coordinator and reviewing experts to propose the agenda, possible dates and venues after which the PO decides on a date.

The PO moderates the discussion on the status of the project among the reviewers before the review starts. 

The project officer chairs the review session with the consortium, ensuring that all the reviewers have sufficient time to raise their questions and that the project team has sufficient time to respond. S/he provides factual information on the projects, if necessary, ensuring that the recommendations formulated by the review panel are sufficiently clear and complete to permit any necessary amendments to the project. 

At the end of each project review meeting, s/he leads the review panel discussion on the project achievements to reach consensus on the results and recommendations of the review. S/he then presents an overview of the review recommendations to the project team at the end of the project review session. On the basis of the complete review process the R2 form is completed by the rapporteur, which is signed by all the reviewers (in the event that the R2 form is not signed by all reviewers, it is acceptable that they indicate their agreement with its content by e-mail, in which case these e-mails must be attached to the R2 form). 

The Project Officer can delegate this work in parts or as a whole to the project review rapporteur (see above).

5.1.3
The Co-ordinator and consortium 

The project coordinator communicates with the PO to agree an agenda, date and venue for the review. After the administrative details of the review have been completed, in particular after the declaration of confidentiality and no conflict of interest has been signed by all reviewers, the project coordinator communicates directly with the experts, sends all necessary documents in the appropriate format to the experts and maintains the PO in copy of all correspondence between the project and the reviewers. It is the responsibility of the project coordinator that the experts have all necessary information in time. The project coordinator proposes the consortium list of people, as well the agenda of the review meeting to the PO, who will check, comment and approve. The co-ordinator ensures that the consortium provides all requested information to the reviewers and to the Commission at least one month before the review meeting.

2.9.  The organisation of the review

2.9.1. Review preparation

The PO will announce the time, date and venue for the review by registered letter with acknowledgement of receipt at least one month before the actual review.

As a general rule three days per independent reviewer are indicated for an 'average' review: two days to assess the documentation, etc. and one day to meet with the review team and project representatives. However, the length of time required for a review to be undertaken will vary according to the project size and type; to the length of the period to be reviewed; to the number of deliverables generated in that period; to the complexity of the review work to be undertaken; and to the function of the each reviewer. 

The agenda and the logistical aspects of the review (size of room, personal computer, internet access, projector,…) will be agreed in advance.  The independent external reviewers are selected by the Commission.  Due care is taken to select a balanced set of reviewers that have relevant technical knowledge, experience in the area of work and understanding of e-service deployment. In order to protect the legitimate interests of the project contractors, all reviewers must sign a confidentiality agreement (which is attached to their appointment letter). The PO will provide the co-ordinator with short CVs (extracted from the eTEN experts' database) of the experts that are invited as reviewers to the review panel. This will be extracted from the eTEN expert database but the PO will inform the reviewers of this and offer them the option of updating their CV prior to dispatch to the coordinator. The purpose of providing this information to the coordinator is to allow the project participants to assess whether they have objections to the reviewers. Serious objection from the project consortium (e.g. in the case of a clear case of conflict of interest) along with a detailed justification must be forwarded to the Commission as early as possible. The Commission will draw the appropriate conclusions from any objection based on legitimate interests and will inform the co-ordinator within one week of the conclusions.
The co-ordinator will provide to the reviewers all of the project documentation and access passwords to the project web site and service at least 15 days before the actual review. The reviewers must assess this material prior to the start of the review session. The reviewers must complete the R1 forms and submit the signed forms to the Project Officer before the review meeting starts. 
The project should ensure that the team present in the review meeting is competent to answer all questions on the project. It must be stressed that the review recommendations will be based only on information (written or verbal) available prior to and during the review.

A review is usually preceded by a discussion between the PO and the reviewers in the month before the review meeting. Each reviewer should outline her / his observations to the PO and to the other reviewers. 

During the month prior to the review meeting it may be necessary for the project participants and the reviewers to discuss aspects of the project work. All communication between the reviewers and the co-ordinator must be copied to the PO. All communication between the reviewers and other contractors must be copied to the PO and the co-ordinator.
5.2.2.
Review sessions

On the day of the review the project team presents the key aspects of the project. The presentation should address the review criteria, all other aspects of the presentation are left up to the project team.  Enough time should be foreseen to allow open discussions between consortium, reviewers and PO
After the presentations and discussions the project coordinator will be asked to complete the 'Appraisal of eTEN project review' form. The PO and the reviewers will then hold a separate meeting to discuss their findings in order to reach common assessment on the project and to formulate recommendations. The results of this discussion are documented in form R2. 
After the meeting of the PO and reviewers an initial verbal feedback of the review results and recommendations is given to the consortium.  The presentation serves the purpose of providing the consortium the opportunity for clarification and questions to better understand the review panel’s recommendations. Reviewers may also give more detailed advice to the project consortium, and explain possible remedial actions the project may consider to overcome weaknesses that have been noticed in the review.

After the review, the Commission will consider the R2 form, observations and recommendations from the review and other relevant information about the project and communicate its conclusions to the project in writing. In any instances where the Commission conclusions differ from the review recommendations these will be indicated and explained to the consortium.
The Commission conclusions from the review will be sent to the co-ordinator within a maximum period of one calendar month following the review. If these indicate any contractual or legal consequences, then they will be accompanied by a formal letter to inform the coordinator about the options and deadlines the consortium has in this respect.
If there are major problems with the performance of project, remedial action should commence as soon as possible after the review. A follow-up review may be scheduled within a relatively short period to assess the implementation of the remedial recommendations.
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Project Assessment Forms (R1, R2)

eTEN Project Review 
R1 Form  -  Page 1/3
	Project Acronym
	
	Grant agreement number 
	


	Review type and date
	Date:……… Type:   Interim  Milestone Ad-Hoc Final  On-site  Off-site  Off-line  (Please circle)


	Reviewer:
	

	Signature (mandatory):
	


All sections (boxes) must be completed. Where project work is to be improved or redone this should be stated in the relevant section. Comments should relate the current state of the project with reference to Annex 1 of the grant agreement under the following headings:

	Review Criteria

	

	
	
	Comment

	Project Objectives and targeted results
	
	

	
	
	

	Achievements and adherence to work plan
	
	

	
	
	

	Deliverables and supplied information 
	
	

	
	
	

	Project Management and cooperation
	
	

	
	
	

	Potential for sustainability….. Extent of deployment…..
	
	

	
	
	

	Milestone assessment (only for ID projects)
	
	


eTEN Project Review 
R1 Form  -  Page 2/3
	Project Acronym
	
	Grant agreement number 
	


	Review type and date
	Date:……… Type:   Interim  Milestone Ad-Hoc Final  On-site  Off-site  Off-line  (Please circle)


	Reviewer:
	

	Signature (mandatory):
	


	Overall Recommendation
	Continue     Modify     Terminate     (Please circle)

Satisfactory completion     Unsatisfactory completion     Rejected  (Please circle)


	Recommendations and conclusions
(Indicate whether critical, important or desirable)
	


	Estimates of resources used and efforts claimed
	Resources etc. (MV, ID, SA)

	
	Investment (ID)


eTEN Project Review 

R1 Form  -  Page 3/3

	Project Acronym
	
	Grant agreement number 
	


	Review type and date
	Date:……… Type:   Interim  Milestone Ad-Hoc Final  On-site  Off-site  Off-line  (Please circle)


	Reviewer:
	

	Signature (mandatory):
	


	Deliverable Number and Title
	Review result

	
	Reception

Date
	Refused
	Modified
	Approved

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


In case of a « Refused » or «Modified » result, please state your comments below (*):

	Deliverable Title
	Comments

	
	

	
	

	
	


(*) Add lines as necessary

eTEN Project Review

R2 Form  -  Page 1/3
	Project Acronym
	
	Grant agreement number 
	


	Review type and date
	Date:……… Type:   Interim  Milestone Ad-Hoc Final  On-site  Off-site  Off-line  (Please circle)


	Project Rapporteur:
	Reviewer 2:


	Reviewer 3:
	Reviewer 4:

	Signature (mandatory):


	Signature (mandatory):
	Signature (mandatory):
	Signature (mandatory):


All sections (boxes) must be completed. Where project work is to be improved or redone this should be stated in the relevant section. Comments should relate the current state of the project with reference to Annex 1 of the grant agreement under the following headings:

	Review Criteria

	

	
	
	Comment

	Project Objectives and targeted results
	
	

	
	
	

	Achievements and adherence to work plan
	
	

	
	
	

	Deliverables and supplied information 
	
	

	
	
	

	Project Management and cooperation
	
	

	
	
	

	Potential for sustainability….. Extent of deployment…..
	
	

	
	
	

	Milestone assessment (only for ID projects)
	
	


eTEN Project Review

R2 Form  -  Page 2/3
	Project Acronym
	
	Grant agreement number 
	


	Review type and date
	Date:……… Type:   Interim  Milestone Ad-Hoc Final  On-site  Off-site  Off-line  (Please circle)


	Project Rapporteur:
	Reviewer 2:


	Reviewer 3:
	Reviewer 4:

	Signature (mandatory):


	Signature (mandatory):
	Signature (mandatory):
	Signature (mandatory):


	Overall Recommendation
	Continue     Modify     Terminate     (Please circle)

Satisfactory completion     Unsatisfactory completion     Rejected  (Please circle)


	Recommendations and conclusions
(Indicate whether critical, important or desirable)
	


	Estimates of resources used and efforts claimed
	Resources etc. (MV, ID, SA)

	
	Investment (ID)


eTEN Project Review

R2 Form  -  Page 3/3
	Project Acronym
	
	Grant agreement number 
	


	Review type and date
	Date:……… Type:   Interim  Milestone Ad-Hoc Final  On-site  Off-site  Off-line  (Please circle)


	Project Rapporteur:
	Reviewer 2:


	Reviewer 3:
	Reviewer 4:

	Signature (mandatory):


	Signature (mandatory):
	Signature (mandatory):
	Signature (mandatory):


	Deliverable Number and Title
	Review result

	
	Reception

Date
	Refused
	Modified
	Approved

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


In case of a « Refused » or «Modified » result, please state your comments below (*):

	Deliverable Title
	Comments

	
	

	
	

	
	


(*) Add lines as necessary
Annex II
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PROJECT REVIEW

Draft Project Review meeting agenda
Draft Project Review meeting agenda
Start times for the session and individual activities may vary.

The timetable gives just an indication of the schedule for a review and will need to be adapted to the actual needs (e.g. to include coffee breaks etc.).  
The section "project presentations and discussions" need to be replaced by a more detailed individual presentations and timings (e.g. on: project management, service demonstration, dissemination, validation setup and results etc. etc)

	Start Time
	Activity
	Participants

	09.30 – 10.00
 (In parallel)

	Project Presentation set-up
Review team pre-meeting discussion
	Project team

Review team

	10.00 – 10.15

	Official Start of meeting.  
Opening of review meeting by PO.  Round table introduction of all persons present in the review
	PO, Reviewers, Project team

	10.15 – 13.00
	Project Presentation and discussions
(Technical, Dissemination)
	PO, Reviewers, Project team

	13.00 – 14.00
	Lunch break 
	

	14.00 – 15.30
	Project Presentation and discussions (continued)

(Management, Resources, Financial)
	PO, Reviewers, Project team

	15.30 – 16.30
	Restricted meeting - Discussion and common assessment (form R2)
	PO, Reviewers

	16.30 – 16.45
	Presentation of the results to the Project team, including recommendation and necessary follow-up actions
End of the Review session
	PO, Reviewers, Project team

	16.45 – 18.00
	Finalise R2
	PO, Reviewers


Annex III
European Commission 

Directorate-General Information Society and Media
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PROJECT REVIEW

Templates for Review announcements
List of Templates:  
Advance announcement of an eTEN project review
Invitation to an eTEN project review
Acceptance of eTEN project reviewers
Details of eTEN project reviewers
Attendance list for an eTEN project review
Appraisal of eTEN project review
Continue result of an eTEN project review
Modify result of an eTEN project review
Terminate result of an eTEN project review
Satisfactory completion result of an eTEN project review
Unsatisfactory completion result of an eTEN project review
Rejected result of an eTEN project review
Template:  -  Advance announcement of an eTEN project review

Version 08/04/2008
By email

Subject:
Upcoming Review of eTEN Project <Acronym> – Grant Agreement N° <xxxxx>

Dear < Co-ordinator>,

The <review type> of the <Acronym> project for the period from <Date> until <Date> is due to take place in the period <Date> to <Date>. 
The project review will be carried out according to the eTEN Project Guidelines published on the eTEN website.

The Commission will be assisted by independent experts.
Prior to the review, all deliverables, etc. need to have been received by the Commission. These will also need to be sent by you to the reviewers after they have signed their contracts with the Commission. I will inform you when this has been done. 
Could you please contact me in relation to the review arrangements, begin preparations with the project participants and submit a draft agenda to me (following the template in the 'eTEN Project Review Guidelines') at your earliest convenience.

Should you have any questions please do not hesitate to contact me. I am looking forward to receiving your proposal for the meeting agenda. Thank you for your co-operation.


Yours sincerely,


<Name>

Project Officer
Template:  -  Invitation to an eTEN project review

Version 08/04/2008
Headed stationery

Registered with advice of delivery

Coordinator

Company

Address

Subject:
eTEN Project <Acronym> – Grant Agreement N° xxxxx
<Review type> – <Location> – <Date>
Dear X,

In accordance with Annex II, Article 20 and Annex III, Article <6(MV)/2(ID)> of the contract, I hereby inform you of the Commission's intention to hold the <review type> of the <Acronym> project at <Location> on <Date> with the assistance of the external reviewer(s) listed on the attached sheet.  
The review will be held at:

<Location>

<Address>

and is scheduled to start at <Time> and end at <Time>.  Your travel and accommodation costs may be charged to the project budget.

The agenda for the review is attached.

For Initial Deployment projects: The aim of the review is to assess whether the objectives of Milestone <x> have been achieved and to determine the continuation of the project. 

For Market Validation projects: The aim of the review is to make an assessment of the ongoing validation, the nature of the project’s future work and the related implementation and deployment plan. 

The project review will be carried out according to the eTEN Project Guidelines published on the eTEN website.

The review will cover the period from <Date> until <Date>.  It will lead to recommendations to the Commission services on the future of the project.  

Please note that the expert(s) assisting the Commission is/are bound by a strict confidentiality declaration. In the case of objections related to possible conflict of interest from any of the project participants to one or several experts, please indicate, within one week of receipt of this letter, any reservations you may have on the attached form and return a signed original to us as soon as possible.

You are invited to provide to me by <Date> at the latest, the deliverables, reports and financial statements that are contractually due to be delivered to the Commission from <Date> to <Date>, if not yet delivered. 

Please make the above deliverables and reports available to the reviewer(s) in the most appropriate format (e.g. email, web site download, CD-ROM, printed copies: - to be agreed with each reviewer).  In the case of web site access please ensure that the reviewer(s) are provided with the necessary password(s). Please inform me about the method and date of delivery and copy me in all correspondence with the reviewer(s).

You will be requested to sign an appraisal of the review process at the end of the review. The relevant form is attached.

Please provide us with the names, affiliations and contact details of your project representatives who will participate in the review session by e-mail to <PO or Secretary, phone and email address> by <Date> at the latest. 
Please acknowledge receipt of this letter and inform the project participants of its content.

Yours sincerely,

<Name>
Project Officer

Enclosures:
Review Agenda
Map of Location
Acceptance of the Review Panel
Review appraisal
Reviewers Contact Details
Presence list
eTEN Review Guidelines

Template:  -  Acceptance of eTEN project reviewers

Version 08/04/2008
Headed stationery

Coordinator

Company

Address

Subject:
eTEN Project <Acronym> – Grant Agreement N° xxxxx
<Review type> – <Location> – <Date>
Dear X,

I include below (a) short CV(s) of the independent expert(s) who will support the review of the above project.  

Please complete the attached statement and return a signed original to me within one week of receipt of this letter.

Expert 1: <Name>

<Company: >

<Short CV>

Expert 2: <Name>

<Company: >

<Short CV>

Expert 3: <Name>

<Company: >

<Short CV>

<Name>
Project Officer

	eTEN Project <Acronym> – Grant Agreement N° xxxxx
<Review type> – <Location> – <Date>

	( I have no objections to the above listed expert(s) who will participate in this review.

(  I object to the presence of the following person(s) in this review because:     

.......................................................................................................................…......................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

………………………………………………………………………………………………

………………………………………………………………………………………………

Beneficiary/Member : ………………………………………………………………………

Date : ....................      Name : ..................................     Signature :  ...................................


Template:  -  Details of eTEN project reviewers

Version 08/04/2008
Headed stationery

Coordinator

Company

Address

Subject:
eTEN Project <Acronym> – Grant Agreement N° xxxxx
<Review type> – <Location> – <Date>
Dear X,

Below please find the expert's address for the above review to which the project deliverables and reports should be sent. Please contact the expert(s) to determine in which format they wish to receive the deliverables, etc. (either paper copies, electronic versions or access details for downloading the electronic versions).

Expert 1: <Name>

<Company: >

<Address: >

<Telephone (fixed): >

<Telephone (mobile): >

<Telefax: >

<e-mail address: >

Expert 2: <Name>

<Company: >

<Address: >

<Telephone (fixed): >

<Telephone (mobile): >

<Telefax: >

<e-mail address: >

Expert 3: <Name>

Etc.

<Name>
Project Officer
Template:  -  Attendance list for an eTEN project review

Version 08/04/2008
	eTEN Project Review

eTEN Project <Acronym> – Grant Agreement N° xxxxx - <Review type> – <Location> – <Date>

	Presence List



	Name
	Affiliation
	Contact details
	Signature for Presence  <Date>

	
	
	Email: 

Telephone: 
	

	
	
	Email: 

Telephone: 
	

	
	
	Email: 

Telephone: 
	

	
	
	Email: 

Telephone: 
	

	
	
	Email: 

Telephone: 
	

	
	
	Email: 

Telephone: 
	

	
	
	Email: 

Telephone: 
	

	
	
	Email: 

Telephone:
	


Template:  -  Appraisal of eTEN project review 

Version 08/04/2008
Headed stationery

Coordinator

Company

Address

Subject:
eTEN Project <Acronym> – Grant Agreement N° xxxxx
<Review type> – <Location> – <Date>
Dear Project Co-ordinator, 

At the end of the review session you will be asked whether or not you consider that your project has received a fair review and that the session has been conducted in an impartial way.  Please complete the attached form after the review session and return it to me at the end of the review meeting.

<Name>
Project Officer

	eTEN Project <Acronym> – Grant Agreement N° xxxxx
<Review type> – <Location> – <Date>

	(  I consider that the project has had a fair hearing.
(  I consider that the project has not had a fair hearing and that the meeting has not been           

      conducted in an impartial way because of :  

..............................................................................…...............................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

................................................................................................................................................

Beneficiary/Member : ………………………………………………………………………

Date : ....................      Name : ..................................     Signature :  ...................................


Template:  -  Continue result of an eTEN project review

Version 08/04/2008
Headed stationery

Registered with advice of delivery

Coordinator

Company

Address

Subject:
eTEN Project <Acronym> – Grant Agreement N° xxxxx
<Review type> – <Location> – <Date>
Dear < Co-ordinator>,

I wish to thank you for the co-operation of your project team in the organisation of the above project (review type) review. The review, held in the context of the monitoring of the project by the Commission services, has examined the current status of the project and its probable future evolution. As a result, the decision of the Commission services is to (Continue, …..).  Comments and recommendations accompanying this result are listed below. 
This decision has been arrived at on the basis of the review process; the performance of the project in the period reviewed; the presented deliverables; the management reports; the project presentation and ensuing discussion; and the information presented in the financial statement, including the clarifications provided by the consortium.

The reviewers made the following technical and administrative recommendations on the project:

The decision has the following technical and administrative consequences for the project:

· X

	The decision has the following financial consequences for the project: 

· X

OR
The presented costs have been assessed as reasonable 

· with the exception of……..


	Optional:

The following point(s) deserves special mention:

· Participant 1: XX.

· Participant 2: XX.

· Participant 3: XX.

· General technical comments: XX

· General administrative comments: XX

· General financial comments: XX


	These comments and recommendations need to be acted upon / implemented as soon as possible to ensure the successful continuation / completion of the project. I therefore invite you to report to us by (dd/mm/yyyy) on how the project proposes to react upon them. These proposals must be agreed by the Commission services prior to continuation of the project. Optional: I would also invite you to submit as soon as possible the revised versions of the Annex I, reports and deliverables (whichever are relevant) related to the reporting period. End Optional
Or:

The recommended changes to the project as a result of the review process need to be implemented through an amendment to the contract. The list of documents needed to implement the amendment is enclosed with this letter.


Should you have any comments on the content of this letter these should be sent to the Commission by official letter within 30 calendar days of receipt of this letter. I remain at your disposal for any clarification you may require.

Please acknowledge receipt of this letter and inform all <Project Acronym> participants of its content.

Yours sincerely,

<Name>
Project Officer

Enclosures:
List of documents needed for an amendment
eTEN Grant Agreement Amendment Guidelines


Template:  -  Modify result of an eTEN project review

Version 08/04/2008
Headed stationery

Registered with advice of delivery

Coordinator

Company

Address

Subject:
eTEN Project <Acronym> – Grant Agreement N° xxxxx
<Review type> – <Location> – <Date>
Dear < Co-ordinator>,

I wish to thank you for the co-operation of your project team in the organisation of the above project review. The review, held in the context of the monitoring of the project by the Commission services, has examined the current status of the project and its probable future evolution.  As a result, the decision of the Commission services is to (Modify, …..).  Comments and recommendations accompanying this result are listed below. 

This decision has been arrived at on the basis of the review process; the performance of the project in the period reviewed; the presented deliverables; the management reports; the project presentation and ensuing discussion; and the information presented in the financial statement, including the clarifications provided by the consortium.

The reviewers made the following technical and administrative recommendations on the project:

The decision has the following technical and administrative consequences for the project:

· X

	The decision has the following financial consequences for the project: 

· X

OR
The presented costs have been assessed as reasonable 

· with the exception of……..


	Optional:

The following point(s) deserves special mention:

· Participant 1: XX.

· Participant 2: XX.

· Participant 3: XX.

· General technical comments: XX

· General administrative comments: XX

· General financial comments: XX


	These comments and recommendations need to be acted upon / implemented as soon as possible to ensure the successful continuation / completion of the project. I therefore invite you to report to us by (dd/mm/yyyy) on how the project proposes to react upon them. These proposals must be agreed by the Commission services prior to continuation of the project. Optional: I would also invite you to submit as soon as possible the revised versions of the Annex I, reports and deliverables (whichever are relevant) related to the reporting period. End Optional
Or:

The recommended changes to the project as a result of the review process need to be implemented through an amendment to the contract. The list of documents needed to implement the amendment is enclosed with this letter.


Should you have any comments on the content of this letter these should be sent to the Commission by official letter within 30 calendar days of receipt of this letter. I remain at your disposal for any clarification you may require.

Please acknowledge receipt of this letter and inform all <Project Acronym> participants of its content.

Yours sincerely,

<Name>
Project Officer

Enclosures:
List of documents needed for an amendment
eTEN Grant Agreement Amendment Guidelines


Template:  -  Terminate result of an eTEN project review

Version 08/04/2008
Headed stationery

Registered with advice of delivery

Coordinator

Company

Address

Subject:
eTEN Project <Acronym> – Grant Agreement N° xxxxx
<Review type> – <Location> – <Date>
Dear < Co-ordinator>,

I wish to thank you for the co-operation of your project team in the organisation of the above project (review type) review. The review, held in the context of the monitoring of the project by the Commission services, has examined the current status of the project and its probable future evolution. As a result, the decision of the Commission services is to (Terminate, …..).  Comments and recommendations accompanying this result are listed below. 

This decision has been arrived at on the basis of the review process; the performance of the project in the period reviewed; the presented deliverables; the management reports; the project presentation and ensuing discussion; and the information presented in the financial statement, including the clarifications provided by the consortium. All project activities are to be suspended until the resolution of the consequences of this decision.

The reviewers made the following technical and administrative conclusions on the project:

The decision has been arrived at for the following technical and administrative reasons:
X

AND/OR

The decision has been arrived at for the following financial reasons: 
X

As a consequence of this decision, the Commission hereby requests the beneficiaries to complete the rectification of such non-performance within one month from the date of receipt of this letter or to immediately take the steps necessary to terminate the project (a specific request in conformance to article 7.3 b of annex II to the grant agreement to rectify non-performance will be sent to you in parallel to this letter). If the former option is chosen, as a first step, you are invited to carefully analyse the reasons for project termination stated above and to provide your comments by official letter to me on how the project proposes to react within 15 calendar days of receipt of this letter. This remedial action should include the submission of a proposal for a modified Annex I to the grant agreement. If agreed to by the Commission a modified Annex I to the grant agreement should be submitted within one month from the date of receipt of this letter. Should no remedial action to rectify non-performance be satisfactorily taken within 15 calendar days of receipt of this letter, the Commission will immediately initiate the termination procedure of the grant agreement, in accordance with the provisions of Article 7.3(b) of Annex II to the grant agreement. The consequences of such termination will be those laid down in Article 7 of Annex II to the grant agreement, in particular paragraphs 7.6, 7.8 and 7.9 of Annex II to the grant agreement.

In the event that the project objects to the termination decision, the Commission services will analyse the rationale submitted by the project and react within 15 calendar days.

The Guidelines for eTEN project termination is enclosed with this letter.

I remain at your disposal for any clarification you may require. 

Please acknowledge receipt of this letter and immediately inform all <Project Acronym> participants of its content.

Yours sincerely,

<Name>
Project Officer

Enclosures:
eTEN Grant Agreement Termination Guidelines


Template:  -  Satisfactory completion result of an eTEN project review

Version 22/05/2008
Headed stationery

Registered with advice of delivery

Coordinator

Company

Address

Subject:
eTEN Project <Acronym> – Grant Agreement N° xxxxx
<Review type> – <Location> – <Date>
Dear < Co-ordinator>,

I wish to thank you for the co-operation of your project team during the project lifetime and in the organisation of the above project (review type) review. The review, held in the context of the monitoring of the project by the Commission services, has examined the completion by the project of the contractual objectives and its probable future evolution.  As a result, the overall assessment of the Commission services is that the project has reached a satisfactory completion.

This decision has been arrived at on the basis of the review process; the performance of the project; the presented deliverables; the management reports; the project presentation and ensuing discussion; and the information presented in the financial statement, including the clarifications provided by the consortium.

The project was generally well received by the reviewers. Their recommendations and comments accompanying this result are listed below. Please (Optional: respond to the mandatory recommendations and) give the comments due consideration as you progress into the deployment phase of your service. If you would like to receive further details regarding the review panel assessment please do not hesitate to contact me.

The reviewers made the following technical and administrative comments and recommendations on the project:

· Optional: Mandatory recommendations: X [Resubmission of deliverable A which was considered …..: Resubmission of deliverable B which was considered …..: etc. (deadline for submission),  Completion of website (deadline for publication), ……..]

· Comments for consideration: X ………..

· All project deliverables submitted to date are now accepted (Optional: with the exception of ……).

	The decision of the Commission services on the completion of the work has the following financial consequences for the project: 

· X

OR
The presented costs have been assessed as reasonable 

· with the exception of……..


	Optional:

The following point(s) deserves special mention:

· Participant 1: XX.

· Participant 2: XX.

· Participant 3: XX.

· General technical comments: XX

· General administrative comments: XX

· General financial comments: XX


[Optional: The mandatory recommendations should be responded to within (deadline)]. The final report should be submitted within (deadline….) and should take the review comments into account where appropriate. The final financial statement should be submitted within (deadline….). [Optional: Once the mandatory recommendations have been responded to the examination of the final report and the processing of the final financial statement will commence]. All other administrative details relating to the procedure for closing the project are outlined in the attached guidelines.

Should you have any comments on the content of this letter these should be sent to the Commission by official letter within 30 calendar days of receipt of this letter. I remain at your disposal for any clarification you may require.

I take this opportunity to remind you that eTEN publicises the results of projects, especially success stories and significant events related to eTEN projects. Please keep us informed of the progress of your project and provide us with texts on project events that we can publish as the occasion arises. In addition, I would be grateful if you could send me a paragraph for publication to inform the public that the final review has been held successfully in which you might like to include some sentences about the service your project has developed and its future evolution. 

Please acknowledge receipt of this letter and inform all <Project Acronym> participants of its content.

Yours sincerely,

<Name>
Project Officer

Enclosures:
eTEN Grant Agreement Closure Guidelines


Template:  -  Unsatisfactory completion result of an eTEN project review

Version 26/05/2008
Headed stationery

Registered with advice of delivery

Coordinator

Company

Address

Subject:
eTEN Project <Acronym> – Grant Agreement N° xxxxx
<Review type> – <Location> – <Date>
Dear < Co-ordinator>,

I wish to thank you for the co-operation of your project team during the project lifetime and in the organisation of the above project (review type) review. The review, held in the context of the monitoring of the project by the Commission services, has examined the completion by the project of the contractual objectives and its probable future evolution. It has been decided that [Choose: the project has not adequately achieved its objectives; or not fulfilled its contracted tasks; and that] some work or actions are required outside the duration of the grant agreement prior to satisfactory completion of the project.

As a result, the overall assessment of the Commission services is that the project has reached an unsatisfactory completion.

This decision has been arrived at on the basis of the review process; the performance of the project; the presented deliverables; the management reports; the project presentation and ensuing discussion; and the information presented in the financial statement, including the clarifications provided by the consortium.

In order to achieve an acceptable completion of the project, the review panel made recommendations that are listed below. Please reflect on these recommendations and report to us how they will be implemented in practice. [Optional: Please note that it is considered that the problems encountered by the project will not be solved by an extension of the duration of the project]. This further work will be negotiated between the project and the Commission Services and may include a budget reduction (Grant Agreement annex II, Article 3.2). 

In this regard, the project should provide a clear, measurable estimate of the overall efforts reported by the project, per work package, per deliverable and per partner, as applicable, in relation to the results achieved within the project. This estimate and the opinion of the reviewers on it will be used by the Commission services to determine the eligible costs and the final amount of the grant for the project. 

Remedial action should commence as soon as possible after agreement with the Commission services. A follow-up review may be scheduled within a relatively short period to assess the implementation of the remedial recommendations.

If you would like to receive further details regarding the review panel assessment please do not hesitate to contact me.

The reviewers made the following technical and administrative recommendations on the project:

· X (deadline for submission); etc.

· [Optional: All project deliverables submitted to date are now accepted with the exception of …..]

	The decision of the Commission services on the completion of the work has the following financial consequences for the project: 

· X

OR
The presented costs have been assessed as reasonable 

· with the exception of……..


	Optional:

The following point(s) deserves special mention:

· Participant 1: XX.

· Participant 2: XX.

· Participant 3: XX.

· General technical comments: XX

· General administrative comments: XX

· General financial comments: XX


The recommendations should be responded to within (deadline….). The final report should be submitted within (deadline….) and should take the review comments into account. The final financial statement should be submitted within (deadline….). Once the recommendations have been complied with, the examination of the final report and the processing of the final financial statement will commence. All other administrative details relating to the procedure for closing the project are outlined in the attached guidelines.

Should you have any comments on the content of this letter these should be sent to the Commission by official letter within 30 calendar days of receipt of this letter. I remain at your disposal for any clarification you may require.

Please acknowledge receipt of this letter and inform all <Project Acronym> participants of its content.

Yours sincerely,

<Name>
Project Officer

Enclosures:
eTEN Grant Agreement Closure Guidelines


Template:  -  Rejected result of an eTEN project review

Version 27/05/2008
Headed stationery

Registered with advice of delivery

Coordinator

Company

Address

Subject:
eTEN Project <Acronym> – Grant Agreement N° xxxxx
<Review type> – <Location> – <Date>
Dear < Co-ordinator>,

I wish to thank you for the co-operation of your project team during the project lifetime and in the organisation of the above project (review type) review. The review, held in the context of the monitoring of the project by the Commission services, has examined the completion by the project of the contractual objectives and its probable future evolution. It has been decided that [Choose: the project has not adequately achieved its objectives; or not fulfilled its contracted tasks; and that] no actions outside the duration of the grant agreement will result in an acceptable completion of the project.

As a result, the overall assessment of the Commission services is that the project results are rejected.

This decision has been arrived at on the basis of the review process; the performance of the project; the presented deliverables; the management reports; the project presentation and ensuing discussion; and the information presented in the financial statement, including the clarifications provided by the consortium.

The review panel conclusions are listed below. The project and the Commission will now negotiate a solution in order to finalise the project. This will concentrate on eligible costs relating to project deliverables approved by the Commission and other project work performed by the consortium.

In accordance with the provisions set out in annex II to the grant agreement, this negotiation could lead to a reduction of the costs allowed based on the review’s recommendations and estimates and, should the accepted costs be less than the amount of the payments already made, the Commission will reserve its right to claim the reimbursement in full or in part of this amount.

In this regard, the project should provide a clear, measurable estimate of the overall efforts reported by the project, per work package, per deliverable and per partner, as applicable, in relation to the results achieved within the project. This estimate and the opinion of the reviewers on it will be used by the Commission services to determine the eligible costs and the final amount of the grant for the project. 

The actions to finalise the project should commence as soon as possible after agreement with the Commission services.

I would also remind you that, in accordance with Article 7.8 of Annex II to the grant agreement, the following provisions shall continue to apply:

· Articles 5, 6 and 8 of this grant agreement,

· Article 2.1, first subparagraph, letters (a), (d), (e) and (f), Article 2.2, (d), (e) and (i), Article 3.4, 3.5 and 3.6, Article 4.5, Article 6, Articles 9 to 12 and Articles 16, 17, 18, 19 and 20 of this Annex;

If you would like to receive further details regarding the review panel assessment please do not hesitate to contact me.

The reviewers made the following technical and administrative conclusions on the project:

· X; etc.

	The decision of the Commission services on the completion of the work has the following financial consequences for the project: 

· X

OR
The presented costs have been assessed as reasonable 

· With the exception of……..


	Optional:

The following point(s) deserves special mention:

· Participant 1: XX.

· Participant 2: XX.

· Participant 3: XX.

· General technical comments: XX

· General administrative comments: XX

· General financial comments: XX


The concluding actions should be completed within (deadline….). The final report should be submitted within (deadline….) and should take the review conclusions into account. The final financial statement should be submitted within (deadline….). Once the concluding actions have been completed, the examination of the final report and the processing of the final financial statement will commence. All other administrative details relating to the procedure for closing the project are outlined in the attached guidelines.

Should you have any comments on the content of this letter these should be sent to the Commission by official letter within 30 calendar days of receipt of this letter. I remain at your disposal for any clarification you may require.

Please acknowledge receipt of this letter and inform all <Project Acronym> participants of its content.

Yours sincerely,

<Name>
Project Officer

Enclosures:
eTEN Grant Agreement Closure Guidelines















































� In the case of a review after the termination date of a grant agreement, the costs for completion of the final review shall be eligible when incurred by the participants within a maximum period of two months as of the end of the duration of the project.
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