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	Order Nº
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PRESENT PARTNERS

	Nat. Office LdV 
	Advisory Board
	UFL

	Stefan Sohler
	-
	Christian Hausmann

C.-Andreas Dalluege

	GAIA
	IFF
	KAOS

	Jokin Garatea

Oihana Arrieta
	Vera Hummel

Rita Kreuzhage

Alexandra Sautter

Andreas Meyke
	Thomas Daxner

Günter Lenz

	OHT
	sfs
	ZU

	Fritz Ospelt

Andrea Stucken
	(excused)
	Anna Strnatkova

	Associates

	consys
	PHZH
	Ext. Test Bed Partners

	Julius Thomann
	Daniela Mäder
	-


Day 1

1. Opening & Introduction

The Project Operations Manager, Mr. Dalluege, welcomes the participants and opens the meeting.

All Partners presented themselves shortly. Mr. Franz from sfs who was unavailable due to previous obligations and the shortness of notice for this meeting had asked Mr. Dalluege to give some information provided in advance and so was duly represented.

2. Presentation of the consortium working structures, the PHB with all administrative data and the reporting templates

Mr Dalluege presented the Project Hand-Book (PHB) as the overall management guideline for the project management and working structure.

In detail, the following items where presented and discussed:

· Situation of the associated partners from CH in regard to the official reporting. A decision was taken, that the partners consys and PHZH will be listed in all documents and reports since they contribute to all of them, but with the attached notice, that they are not funded by the Leonardo da Vinci Program but separately.

· The Partner Details where filled in where gaps where still missing.

· The Project and Work Package Management was discussed and the responsible parties for each partner and WP were named and written into the PHB, down to the level of task managers

· The Conflict Resolution Procedures where presented and discussed. A previous present level of decision rules was eliminated to streamline the process. A voting on the new rules closed this item with an uncontested vote in favour for implementing these rules as of now.
· The Office and Productivity Tools where presented and accepted with the understanding that this might be updated according to the progress of such tools on the market.

· The communication rules where discussed and it was agreed that there is a duty for each partner to check with the others within 3 days if a an asked for information does not arrive on time. It was also stated that all communication with the CEC will run through UFL as the Proposer and Project Coordinator.

· The document formats and structures were presented and discussed.

· All reports due in the first 6 months were presented as template drafts and will be made available on the project’s internal home page (www.saeto.org) as soon as possible.

· The deadlines for all management reports were given and are a now presented within the PHB.

· As part of the two main, 12 month reports to the Commission, the Cost Statements were shortly presented and details discussed, keeping in mind, that on the next day the LdV Project Officer, Mr. Stefan Sohler, would present more on this topic.

· The structure of the WP Reports was presented and agreed on. The PQM (Project Quality Manager), Dr. Vera Hummel, suggested, that because her organisation is responsible for the first WP report that becomes due, she will offer this document as the future template for all other WP reports.
3. Project Home Page

The consortium decided to have two URLs for their web site. www.saeto.org will contain the documents for internal use of the Partners, the Project Officer and the Advisory Board, while www.saeto.com will contain all information offered the outside world.

It was agreed to install these URLs before the end of the month

4. Publications and Exhibitions

Mr. Dalluege referred to the first press release on the project start for which the consortium thanked Mr. Sohler for his support. It was suggested, that a similar effort would also be made outside of FL and Mr. Dalluege volunteered to write the text for this, with both the project start and the upcoming participation of SAETO with a booth at the LEP as the topic.

In this context the consortium decided that all major national or international exhibitions and conferences will be attended with a booth on which all partners share the costs, while the local partner is responsible for manning it.

After discussing it with the PO, Mr. Sohler, the consortium decided to keep some money of the funding centrally at the account of UFL, so that the costs for these joint booths can be paid out of this.

It was suggested that as a first instalment for this joint fund, 1.000 EUR of each partner out of the project’s initial funding sum would stay with the central account. 

As a first event, the partners will make a joint exhibit at the LEP Forum on the 15th November in Berlin. Mr. Dalluege volunteered to man the booth while the other partners will look into who will join and support him there.

Additionally, Mr. Dalluege and Dr. Franz will represent SAETO at the LdV Workshop in Rome on 25.11.

ACTION ITEM:

The retaining of the 1.000 EUR/partner must be confirmed by each partner by fax to Christian Hausmann before the money is transferred from the central to the individual accounts and not later the the 31st October.

5. A short introduction into SKYPE

Mr. Lenz from KAOS gave a short introduction into his experiences with SKYPE and it was decided by all partners to test this tool as a future communication application for setting up teleconferences and chats.

ACTION ITEM:

All Partners have to install and test SKYPE before the end of November.
6. Signing of Contracts

Mr. Hausmann handed out the partner contracts signed by him, with the request that the administration of each partner would check and countersign them within one week. 

Out of the three copies he gave to each partner, he would need back 2 signed copies, one for UFL and one for the CEC.

Day 2

7. Presentation of Agenda and Project Status

Mr. Dalluege presented the agenda for the day and the partners shortly discussed the project status and the short delay in worked caused by the fact that some of the partners had not been allowed to work on the project for administrative reasons before the signed contracts had been distributed.

It was decided, that this delay was so small and would be recovered completely within the first 3 months, so that no amendment of the workplan would be needed.

8. Introduction into GOA & Discussion of WP 1 

Since not all partners knew GOA in detail, it was suggested that a first, fast overview of the existing modules would be needed before discussing WP 1, so that a better understanding would be available for the work to be done within the project.

Mr. Dalluege gave this introduction and based on this and the description of WP in the proposal text, it was decided to make a joint brainstorming session in the afternoon to collect the input and restrictions for the allocation of the frame conditions on the future SAETO solution.

Additionally Mr. Dalluege presented the input developed by Dr. Franz for WP 1 that gave an overview of the IQM approach that forms one of the starting points for the SAETO solution.

9. Presentation by the PO Mr. Sohler

Mr. Sohler presented the reporting structures and rules as demanded by the contractual obligations and gave some recommendations on cooperation and dissemination of results, especially through press work.

He answered some question of individual consortium members on financial reporting details amongst them 3 points of general interest.

· Each partner should either open an extra account for handling the project funds or make sure that his accounting system is tracking the costs and funds for the project as if it was a separate account.

· The GOA WorkBench is seen as being essential for the project results. The basic GOA Modules that are purchased at the beginning of the project are explicitly needed to do the methodological work within the project and have been listed and accepted in the proposal as “Other Costs” and not as an IT Investment. Therefore the could be listed as Other Costs in the Cost Statement with immediate and full deduction instead of having to be depreciates over a duration of 36 months.

· Due to the change in pricing strategy of the airlines, the project travel does not need to be linked to weekends any more. There is however the obligation to go for cheap economy flights, which means, all meetings have to be fixed so far in advance, that low fare tickets can be booked up front.
10. Meetings

Based on the information given by Mr. Sohler regarding the project travel, the partners fixed the meetings for the end of 2005 and all of 2006.

It was also decided to use electronic meetings to minimise the need physical meetings.

The dates and places decided upon are:

	Date
	Place 
	Remarks

	14.12.05, 11:00 – 12:30
	Internet (SKYPE)
	Discussion of WP 1 after having read the draft WP report with the goal of reaching a final decision for the overall SAETO architecture as a working basis for WP 2.

	26. – 27. 1. 2006
	Vaduz (OHT)
	Vera Hummel has already apologized for not being able to attend this meeting.

	3. – 4. 4. 2006
	Dortmund (sfs)
	

	29. – 30. 6. 2006
	San Sebastian (GAIA)
	

	28. – 29. 9. 2006
	Bozen (KAOS)
	

	27. – 28. 11. 2006
	Prag (ZU)
	Venue will be a training centre that ZU manages near Prague


11. Brainstorming on WP1

All partners, as well as the PO, participated in a brainstorming session about what is seen as the expectations, restrictions, external influences and quality indicators for the future SAETO solution.

IFF as WP Manager organised the session and collected the generated ideas for aggregation and detailed analysis. A first screening by all partners gave the impression, that all relevant indicators seem to have been considered.

12. Presentation of GOA details

One of the results of the brain storming session was the impression, that some more introduction on GOA would be needed. Mrs. Stucken therefore picked up one of the modules supporting a full self-assessment according to EFQM and ran the partners through a short simulation of a self-assessment. This helped to understand what needs to be developed within SATO and what could be already seen as having been covered by previous work.

The presentation helped to focus the resources of the project on the up to now uncovered areas.

13. Conclusion

The meeting ended on time so that all partners could reach their scheduled travel arrangements.

Note:

Comments or requests for changes (if necessary) must be provided to the POM and the host of the meeting within 3 working days upon receipt of the minutes.

Annex:

· PHB Version 1

· Presentations of Dr. Franz & Mr. Sohler

· GOA Presentations developed by Mr. Dalluege and Mrs. Stucken

· Templates for monthly reports and ressource tracking
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